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INTRODUCTION
What is MOSES?

Overview

MOSES stands for Massachusetts One Stop Employment System.

MOSES collects the information required by the State and Federal
government funding sources for WIOA (Workforce Innovation and
Opportunity Act) and other programs, and produces the reports required
by the programs. MOSES guides staff in collecting the necessary
information from job seekers and employers, including information used to
manage training programs for job seekers.

The staff view of MOSES uses a Windows-based interface to access the
MOSES central database. All of the Career Centers, LWIB (formerly
LWIB (FORMERLY SDA)) offices, DUA offices, etc. in Massachusetts use
the same database.

MOSES should make your job easier by:

e Minimizing the need to enter the same data multiple times for different
programs or Career Centers.

e Prompting you for missing or incompatible data.

e Providing quick access to all the information you need regarding job
seekers, employers, job orders, and training courses.

This basic MOSES course is intended for operational staff at any of the
Career Centers and other locations where MOSES is used. Such staff
would include Counselors, Intake Specialists, Receptionists, Training
Coordinators, Veterans Specialists, Employer Account Representatives,
and similar positions. The training assumes that each of these staff is
experienced in doing their specialized job, particularly with respect to
existing policies and procedures.

This course is currently organized for a two-day training session. All staff
will leave the training with a basic understanding of navigating the MOSES
database and the basic job seeker record and services.

Several tasks are performed by a limited number of staff in any location.
These include working with employers, career planning, scheduling
events, and performing administrative tasks. These tasks will be covered
in other MOSES training courses.
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Log On to MOSES

To Log On to MOSES

1. Double click on the MOSES icon on your Windows desktop.

2. The Welcome to MOSES window will appear.

| Welcome to MOSES X

Massachusetts One-Stop
Employment Systen%

Version 37.3 March 25, 2020
Type a ztaff name and pazsword to log on to MOSES:

Staff Mame: ||

Pazswaord: |

S5M [Last 4 Digits] |

k. Cancel

letters of your last name. (Deviations occur for duplicates and short Staff

’Q;ff; Staff Name = First letter of your first name, concatenated with the first four
\‘_\;;f/ ; Names, which must be at least five characters.) .
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3. Type your Staff Name, Password and the last four digits of your
Social Security Number, then click the OK button.

}:;,jf: The first time you sign on to the production version of MOSES, your
\\ . password will = password. You will be prompted to change that password.
\9\5:% You should change it right then, to a word you remember. This password

must be at least eight to ten characters, but no more than ten characters. It
should include a combination of capital letters, small letters, numbers and
symbols. Your password cannot be re-used for two years, and must be
changed every 90 days..

4. The MOSES Confidentiality Statement will appear for new users. It
appears every twelve months for all users.

Security Agreement
k ~
MASSACHUSETTS ONE STOP EMPLOYMENT SYSTEM (MO SES)
DATA INTEGRITY AND CONFIDENTIALITY AGREEMENT
I, Moses , atthe Southbridge Career Center, as an employee of the Executive Office of Labor and Workforce Dey

(EOLWDY), or user of EOLWD resources, | hereby acknowledge that as part of my official duties | may acquire or have ¢
confidential information including but not limited to unemployment insurance information (including wage records), medi
information (including information regarding workplace injuries and treatment), employment service information, federal
information (FT1), and persenal data (the “Information™).

The data maintained in the MOSES system is protected by the confidentiality laws of the Commonwealth of Massachus ~

< >

¥ Enter Social Security Murnber: I_ - l_ - ’_
¥ Re-enter Social Security Number: I_ _’_ _l_ o | Hel ‘ ’lAng Do Not bgree

5. Read the Confidentiality Agreement. If you have any questions about it,
you should discuss them with your supervisor. If you agree, type in your
Social Security Number (twice), and click the | Agree button. If you click
the | Do Not Agree button, your Staff ID will be inactivated. The MOSES
Confidentiality Statement appears for new users and every twelve months
thereafter. You must print it out and give a signed copy to your
supervisor.
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Security Agreement should be printed.

[0] Would you like to print the docurnent?

Yes Mo

\*i;:;: MOSES is used by many programs. Anyone using MOSES must safeguard
\

\ . the information they see, and use it only for legitimate business purposes.
==

}g;,jf: It is forbidden to sign in to MOSES using the Staff ID of another person.

3

\‘\\/% i3

6. You only have three chances to enter the correct combinations of Staff
Name, Password, and SSN (Last 4 Digits). If you get locked out of
MOSES, your Career Center Coordinator or other Career Center staff
with the proper security level can unlock your Staff Name. If they are
unavailable, call the MOSES Help Desk at (617) 626-5656

7. All Career Centers where you work will appear in the window if you
are able to work in multiple locations. If you are only assigned to work
in one location, the Bulletin Board will appear directly.

r;ﬂ Your Career Centers >
Select a Career Center
Mew Bedford Fizhermen's Family Aazst, Cr, Y
Marth Central Career Centers/Gardner
Morth Central RO

Marth Central REB

Marth Central Workforce Board
Marth Shaore Career Center of Lynn
Martk Shore wWork force Board
Marth Shore Youth Career Center

] Cancel
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8. Select the Career Center where you are working, then click the OK
button.

MOSES only allows you to work in one Career Center at a time. To switch

e . . - .
\\ ) . between Career Centers, click Administration on the MOSES main menu
= bar, select Change Career Center, and choose the appropriate Career

Center.
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9. The MOSES Bulletin Board appears. The upper section contains
messages that are seen statewide with state announcements. The
lower section displays messages for your assigned location. The
middle section only appears if a career center office is posting a state
wide announcement, such as an employer recruitment or job fair.

‘:H Massachusetts One Stop Employment System X

Moses - Welcome...

Do we have vour comect e-mail address? |F'Iease type your e-mail address here

Do we have your corect phone number?: E17-626-5300 Extension:

Welcome to MOSES class.

These are state wide messages posted by offices with MOSES. They have statewide announcements. Job Fairs, recruitments, office
changes, etc.

To see the Bulletin Board at any time, click HELP, ¥IEW BULLETIN BOARD. Career Center o
Managers may display Career Center specific messages in this section of the Bulletin Board - click
ADMINISTRATION, CC MANAGEMENT, OFFICE MESSAGES. ADD. Messages placed in this section
are visable only when staff are signed in to your location. The message will not be seen by staff
signed in to other locations. If CC Managers have multiple locations. they will have to change Career
Centers and type in {or copy and paste) their bulletin board message again for each location. hd

Cloze

10.Read the Bulletin Board as you sign in to MOSES. Type your email
address and phone number in the space on the top. Click CLOSE to
exit the Bulletin Board. This will save your email and telephone
number. You may update it at any time. You should read the Bulletin
Board when you sign in every day. You can also check it after you
signed into MOSES by clicking HELP, then View Bulletin Board.

(G.H Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center
File Job Seeker Employer Training Events Program Reports Feedback Administration GoTo  Window | Help
ﬁ.z(?y@ E@@@ a6 | {ll @ Contents

Search For
About

View Staff Directory
View Bulletin Board
View MOSES Tips
Links

Contact Us
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11.The Tip of the Day screen appears. This gives a rotating list of tips for
conducting work in the Career Center and for using MOSES.

] MOSES E||
Moses Tip of the day!

Mext Tip

Did ou know .

[ Cloze

Wwrite dawn your User Mame (Staff 1D before ang build. The rnew build will mot
rernernber thiz for you,

[

[~ Danat show Tips an opening.

\

}"‘;:;: You can turn off the Tip of the Day feature, if you want, by clicking in the box

\ next to the phrase: “Do not show Tips on opening.”

12.Read the Tip of the Day as you sign in to MOSES. Click CLOSE to
exit the Tip of the Day. You can also check it after you signed into
MOSES by clicking HELP, then View MOSES Tips.

(G.H Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center
File Job Seeker Employer Training Events Program Reports Feedback Administration GoTo  Window | Help
ﬁ.i‘_;y@ H@@@ a6 | {ll @ Contents

Search For

About

View Staff Directory
View Bulletin Board
View MOSES Tips
Links

Contact Us
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10.The MOSES desktop will appear.

Q| Massachusetts One Stop Employment System - User Acceptance - AWS Staff ID: MOSES102 Career Center; Southbridge Career Center Career Center Supervisor - X
File JobSecker Employer Training Events Program Reports Feedback Administiation GoTo Window Help

lca»8 HeooBQ & WO

|Ready
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To Change Your Password

1. Click Administration on the MOSES main menu bar and select
Change Staff Password.

el Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor
File JobSeeker Employer Training Events Program Reports Feedback Administration  GoTo Window Help

le@ay B | Heo-oEBa s | ma

Change Staff Password

Change Career Center
Change MIQ Password
Change 55N

Merge Job Seekers
Merge Employers
Merge Providers
Transfer Job Order
Staff Maintenance

Career Center Management
System Messages
DTA Final Invoice

The Change Staff Password window appears.

@| Change Staff Password *

1. Pazgwords must be 8 to 10 characters in length
2. Pazswords must contain characters from at least three of the following Four
categories:
Englizh uppercase Characters [& - 2]
Englizh lowercaze Characters [a - 2]
Baze 10 digitz [0 - 9]
Maon-alphanumeric [for example: |, §, 8, or %]
3. 0ld pazswordz may not be re-used
4. You will be prompted to change your password every 30 daps

— Paszword

Staff 1D;  [EXTRETERTTZAN. ~ |

Mew Password: |

Canfirn Mew Passwaord: |

k. Caricel

2. Type your new password in the New Password box and press the Tab key.
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3. Retype your new password in the Confirm New Password box to confirm
your new password.

4. Click the OK button. You are now logged on to MOSES with your new
password.

5. If you get locked out of MOSES, your Career Center coordinator or other
Career Center staff with the proper security level can unlock your Staff Name.

o MOSES will prompt you to change your password every 90 days. You must
\ change your password at that time. You are allowed three opportunities to
\,\,: change your password. (This prompt is your first chance.) If you do not
change your password within these opportunities, you will be locked out of
MOSES. You cannot use the same password again for eight
changes/cycles. (Two years).

2
4

\

Lagon X

[0] Your password has expired. You must change your password now.

0K
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Icon Legend

Job Seeker Icons

(a| Job Seeker Membership (Q'Furniture, Patty) EIIEI
3 o - = I, =
SSN: XXX XX 9442 ID: 12861474 ;J@ER% =
Basic lFuII] Education] wiork, Histor_l,l] Events] Alerts] ] Services] Special Programs] Survey
General Information Residence Address l l
¥ First Name: Fatty Middle Initial: |— L
¥ LastMame: |0 Fumniture b Sew  [Male =I b Address: [17 Saint Patricks Circle
¥ Date of Bith: |03/17/1992 V-l b Miitarny: | Yes (o No [Bpt. 7
Release Information?: | T Yes © No ¥ Other Eligible | T Yes  (* Mo * Country: | United States of America |
r Fip : » City:
¥ Ethnicity Hizparic or Lating © Yes @ Mo 2 o127 o
» Race V' wihite [ Black or Afican American b State: Massachusstts =l
[ &sian [ American Indian or Alazkan Native [ Enterprise [ Empowerment [ Renewal
[ Other [ Hawaiian Mative or Other Pacific lslander - — -
[ Information Mot Available [ Address Not Available | Mtalllng.Address different
Programs — Last Reportable Service Date: 01/30/2020 Confidential: [ Yes @/ No  HITG Confidential: [ Yas T No
| Contact
Prograrm M ame Apply Program Status Histary Primary Phore: [[617]626-5585 Email [pofurmiture@gmail com
dely =t iy Cgingldie O Other Phone: [[781)4785234 [Cel =]
Frogran Eligibility ¥ |lnfa. Incomplete = Wb Address: | [V Prefers Emails
[Career Planning | k3 E = _
oo Special Accommodations

¥ Waorked in agriculture or food processingin | ¢ yes & Np Career Center ‘
the last 12 manths?
Trade Eligibility | Match Criteria | Fun Match | Eligibility Criteria | u] | Cancel

JOBSEEKER ICONS

|E | Indicates a Basic Membership
F Indicates Full membership
Indicates that the Job Seeker is a Veteran

Indicates that the Veteran is eligible for Veteran Staff services / has
Significant Barriers to Employment (SBE)

Indicates that the Job Seeker is interested in a Program or Training

o]

Indicates that Job Matching can be performed
Indicates that the Career Planning Tool can be used
Indicates that the Job Seeker is enrolled in Ul

Indicates an Older Youth

H- +@E

Indicates a Younger Youth
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18 D2

b=,

b m 0 xz0E &wWHF FEBE EE

Indicates an In-School Youth

Indicates an Out of School Youth

Indicates this Ul Customer is profiled

Indicates a Rapid Response associated Job Seeker

Indicates a Pending Trade Adjustment Assistance associated Job
Seeker

Indicates an Approved Trade Adjustment Assistance associated
Job Seeker

Indicates this Ul Customer is a Re-Employment Services program

Indicates this Ul Customer is enrolled in RESEA (Re-Employment
Services and Eligibility Assessment) program

Indicates this Ul Customer has been exited from the RESEA (Re-
Employment Services and Eligibility Assessment) program

Indicates this Ul Customer is a Extended Unemployment
Compensation Job Seeker

Indicates a Department of Education SMARTT associated Job
Seeker

Indicates that the Job Seeker contact information is Confidential to
Employers

Indicates a Job Quest member
Indicates a Missing Field Alert
Indicates a Automatic Alert
Indicates a Manual Alert

Indicates a scanned document in the job seeker record

Indicates that the Job Seeker information is confidential
Opens up a Programs History box

Indicates a drop-down calendar
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Q| Job Seeker Search EI
~Type of § h
Search By To enter a new Job Seeker click the Add button. Search for an existing Job
& Job Seeker D Seeker by selecting a search method. entering the zearch criteria, and then
2 SEEET clicking the Search buttan.
 Last Name o
" Social Security Mumber Search Criteria: [ &I
® Gt Advanced Search... |
—Search Results
First Marne Last Mame Date of Bith  Job Seeker |0 Address Claimant 1D -
Lemaniella
Frank. Lemon| 12877196 |19 Cool Whip Circle, Orange EF
Frank. Lermonjelo 01/01/1930 12877195 19 Cool ‘Whip Circle, Orange EF .
Frank Lemoniela /011390 12877197 |19 Cool Whip Circle, Orange F .
Frank Lemoniella 01/01./1990 12877200 |18 Cool Whip Circle, Orange ES
Frank Lemaonijello 01/01./1990 12877199 |15 Cool Whip Circle, Orange E©
Frank. Lemonjello 01/01/1990 12877201 19 Cool Whip Circle, Orange EF .
Eud Light 09/27/1992 [12773614 |99 Frosty Brews " ay, Brewster F = uln)
5 andy Beach /011970 12853823 |678 Horseneck Road, YWestpe EF . $ #5310
Lin-tanuel Miranda M AE/1980 12164500 122 Aaron Bur Circle, Hamilto F bH i
Fatty O'Furriture: N3/17/1992  [12861474  [17 Saint Patiicks Circle, Bosto EE DTs&1n
uigtit Time 12/05/1977 [10310474  |321 Tick Tock Way, Ashland EE [Ws 10
Row 7 of 18 Mare | =
Eligibility Eligibility Criteria| ~ Match Criteria Run Match Trade | E dit I Add Delete | Cloze |
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Employer Icons

(a‘| Employer Search

Type of Search
Search By

{* Company Mame
" Employer ID

" Phane Mumber
" FEIMN

Search Results

[ e ]

To enter a new employer click the Add button. Search for an existing employer
by zelecting a search method, entering the search criteria, and then clicking the
Search button.

Search Criteria: ||
Advanced Search..

Compaty Mame Employer D Phone Address FEIM Ma. A
Mumber
[Midveay dirlines [1059489  |[506)865-3955 [Boston Logan Aiport [Boston [th4t-sH 382 NEG

[Midweszt Express Ailines

1011818 |[3071837-7707 |Logan International AirglE ast Boston |

[Millennium Partners Sports Club Mam[1089703  [[3071871-7235 |4 Avery Street |Bastan Iﬁn-mm?m 2 E
[Minuteman Health, Ine. [1352511  |[467)235-9250 |38 Chauncy St |[Bostan [i-wH15033 2 10 RR
|t organ Memorial Goodwil Industries [1269052  [[307)118-0505 [1010 Harrison Avenue [Boston rﬂﬂ-ﬁﬂﬂB?BS 10
[MORGANS HOTEL GROUP MAMAL[1185433  [[307)576-4095 [1 Court Street B oston [aa-mame1se 2 IQ E
[tuzeum of Fine dits [1013337  [[3071936-9100 465 Huntington Ave.  [Boston [tt4-H3607 RR]
[buseum of Science [1016151  |[307)246-5055 |Science Park |Bostan [frt-HE3T16 RR]
[k Transportation [1124554  |[109)792-3214 [N/& |Eoston [ HHHEIEI aln] E
[MARATOONE & wWACKENHU 1017582 |[307)910-1359 [173 B Morfolk Averue [ROXBURY [t44-t114303

|Mational Whalesale Holdings LLC  [1523953  [[307)526-9765 |725 Morissey Blvd |Boston ITm-nnnssss E

ot [ e ] ’

Job Order Edit | Add | Delete | Cloze

EMPLOYER ICONS

—l

.EI@@EEE EE

CLOSED

Indicates a Rapid Response associated Employer

Indicates a Pending Trade Adjustment Assistance
associated Employer

Indicates a Approved Trade Adjustment Assistance
associated Employer

Indicates a National Emergency Grant associated Employer
Indicates an Employer that is a Federal Contractor
Indicates a Confidential Employer

Indicates a Job Quest Employer

Indicates this Employer is closed
Indicates a Alternative Job Bank Employer

Indicates a Hiring Incentive Training Grant associated record

Indicates a BIZ Works employer
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0 ®

Indicates a member of the Governor’'s Task Force
Indicates this employer is Evacuee Friendly.

Indicates Access Denied and no Job Orders can be entered
against this employer record.
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Job Order Icons

‘:!‘| Job Bank Browse Results
Matching Job Orders - 223

Job Order
Mumber  Job Listed MName Pozition Pay'ear City Job Order Type
| 13126073 [02/04/2020 [Earl of Sandwich LISA |E arl of Sandwich Boston Co | 20,280 [Boston |Regular
| 13099185[01/16/2020 |Highgate Hatels, LP [Host/Hostess | |Bostan |Regular
| 13126065(02/04/2020 |BOSTON BEER CORF |Kitchen/Line Caok | |Boston |Regular
| 13175212[02/10/2020 [Aramark |Cook - Uriiv -Bsr Dining Hal | |Boston |Regular
| 13010141 [12/30/2019 |Longhorn Steakhouss |Lire Coak | |Boston |Regular
| 13126058 [02/04/2020 |Bay Cove Human Services  [Cook-Per Diem | |Bostan |Regular
| 13187073[03/11/2020 [&lpha Omega G aming Cafe Ltd [Cook | 26,520 [Boston |Regular
| 12971419[12/18/2019 |Lupoli Companies |Pizza Maker | |Boston |Regular
| 13126057 [02/04/2020 |Lupoli Companies |Pizza Maker | |Bostan |Regular
| 13126056 [02/04/2020 |Lupoli Companies |Frizza Maker | |Boston |Regular
| 13187079[03/11/2020 [&lpha Omega G aming Cafe Ltd [Cook | 26,520 [Boston |Regular
| 13126054 [02/04/2020 |Five Star Senior Living Inc. |Coak | |Bostan |Regular
| 13125053[02/04/2020 |[ENCORE Boston HARBOR  [Asst Chef-Sous Chef | |Boston |Regular
| 13188713[02/17/2020 [Sodexo |Umass Rounds Cook | |Boston |Regular
| 13126043[02/04/2020 |Davidson Hotels & Resorts |Lire Cock | |Boston |Regular
| 13223075[03/17/2020 |Dlive Garden |Frep Coak | |Dorchester  [Regular
| 13012837 [12/31/2019 |HEI Hotels & Resorts [FULL TIME COOK | |Eoston |Regular
Row 1 of 223
Edit | Wiew Details |

Lo @ ]

RIE

=0

=0

RIE

RIE

Cloze

indicates that the Job Order information (Employer) is confidential

indicates that the Job Order is for a company that is a federal

contractor

Indicates that the Job Order was created or changed over the

o
—
o

MOSES 101 Manual
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Indicates an Alternative Job Bank job order
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Training Course Icons

1 i

+ Course Mame
" Course ID
(™ Provider Name

Course D Course Name

(a| Training Course Search EI@

Type of Search
Search By Search for an existing Training course entry by selecting a search methad,

entering the search criteria, and then clicking the Search button.

Search Criteria: [dog Search
Advanced Search...

Search Results

Course Address City, State Provider || Provider Mame FEIM
g Grooming 1 in St

COURSE IM 1 ashington Avenue  [Moth Haven, |1 onnecticut School of - b m
DOG GROOMIMNG CT [og Grooming

1 45
1060900  |Professional Dog Grooming [239 Maple Hill Avenue Mewington, CT (1004330 |The Connecticut K-9 Tl b
Education Center
1071662  |Professional Dog Grooming [62R montvale ave stomeham, M (1020437 |The Dapper Dawg School w5059 =
of Professional Dog
1009146 |TLC School of Dog ES US ATE 146 Sutton, Ma 1002166 |Tender Care Fennels, Inc. [sxeG033 m
Grooming

Row 1 of 5
Provider Info Courses Info | Cloze

TRAINING ICONS

P

J0i
Toa

d b B

Indicates a Pending Section 30 program

Indicates a Section 30 approved program

Indicates a Pending Trade Adjustment Assistance program
Indicates a Trade Adjustment Assistance approved program
Indicates an Distance Learning Program

Indicates a Job Seeker Program Evaluation has been recorded into
the record
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Windows Terminology

\% Using a Mouse

Double Click

Right Click

Select

Drag and Drop

MOSES 101 Manual

Move your mouse until the mouse pointer (or cursor),
=, is positioned over the item that you want.

Point to the item you want and quickly press and
release the left mouse button.

Point to the item you want and quickly press and
release the left mouse button twice. Try not to move
the mouse between clicks.

Point to the item you want and quickly press and
release the right mouse button.

Left click on the item you want and while holding
down the left mouse button, slide your mouse over
the item (letter, word, phrase, etc.) until the item is
highlighted in black.

Select the item that you want and while holding down
the left mouse button, drag the item to the new
location and release the left mouse button to drop it in
the new location.

May 2020 24



Scrolling through a Window

The Scroll Bars are located along the right side of the window and across
the bottom of the window.

Click = or = to move up or down the window one line at a time.

Click = or = and hold down the left mouse button to continuously scroll
vertically through the window.

r
i

Drag the vertical scroll bar = to scroll vertically to different parts of the
window.

Click 4 or 2l to slowly move horizontally through the window.

Click 4 or *l and hold down the left mouse button to continuously scroll
horizontally through the window.

Drag the horizontal scroll bar L1 | 21 to scroll
horizontally across the window.

Click in the shaded area of either scroll bar 4l 1 2
to move either vertically or horizontally one window at a time.

Click the _***== | hutton to move to the next page.

Click the _BovisPoge | button to move to the previous page.
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Maximizing and Minimizing Windows

=1
=l

(]

[

Minimizes the window to the size of an icon
Restores the window to its previous size

Maximizes the window to fill the entire desktop

Closes the window without saving any changes you made. If you
made any changes in MOSES, these changes will be ignored.
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MOSES Conventions

Using MOSES Conventions

J Title Rar | | , Meni Rar |
@l Massachusetts One Stop Employment System - User Aézptance - AWS § : MOSES102  Career Center: Southbridge Caregfl Center  Career Center Supervisor
File JobSeeker Employer Training Events Program Repog Feedback Administration GoTo  Window H
le@B Ho-oEBQ s @O Armange All /

Close All
Close All Except Front

Icon Menu Bar Dropdown
Menu

1 Training Course Search
2 Job Seeker Search
3 Employer Search

4 Training Course Search

5 Provider Search

e The Title Bar tells you where you are in Windows.

e The Menu Bar uses drop down menus to navigate MOSES. Click on
Window to keep track of what windows you have open.

e The lcon Menu Bar is used as a short cut to the drop down menus on
the Menu Bar.
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Icon Menu Bar Icons

Icon Action

[ & Job Seeker Services
i Employer Services

= Training Services

Provider Maintenance
Save

Refresh

Print

Print Screen

=
@
=
FE;
i) Scanning
o
X
?

Spell Check
Exit (This closes MOSES.)

Help

Type of Search
Search By
{* Job Seeker ID
" Last Name
™ Social Security Mumber
" Claimant D

e Radio buttons are used for making a
selection or a choice. Click the radio button to make your selection.
Once you select any of the choices for a group of radio buttons, you
will always have one selected.
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e A dark triangle P indicates a required field. The field must be
completed before you can move on to another tab or save the data.

e A check mark v indicates that the field is recommended. All
recommended / semi-required fields are used for reporting to the
federal government and should be completed.

e |If the number of search results found exceeds 50, the ___¥** ___ putton

is enabled. The ___#=___putton does not display the next 50 records, it
adds them to the list to be displayed. You must scroll through the

records to the last record. The __¥*__ button is enabled as long as
there are additional records to be displayed.

e The__* _lputton is used to move items that you select from the list
in the left panel to the selection panel on the right. You can do this by
clicking the T button, by dragging and dropping your selection
into the right panel, or by double clicking the item. (Double clicking may
not work in all instances.)

e The ___= |button is used to deselect any of the items in the right
panel. You can do this by clicking the | button, by dragging
and dropping your selection into the appropriate left panel, or by
double clicking the item. (Double clicking may not work in all
instances.)

e The €l icon indicates a calendar. Click the €l button to display the
Decemb = |2I325 :I:

SMTWTF S

1234656
7 8 810111213
1415 16 1718 19 20
21 22 23 245 26 27
2829 30 M

0K | Cancel |

drop down calendar.

e Click the month or the down arrow to display the drop down
list of months.

e Click the day of the month to select a day.

e Click the up/down arrows or type in the year.

MOSES 101 Manual May 2020 29



e Click the OK button to select the date shown, or click the
Cancel button to get back to the date field..

e When you click the = |button, a pop up message appears asking
if you want to save your changes. Click the [¥=1 button to save the
changes and return to the previous window. If you want to remain in

the current record, click = (o save your changes. This will take you to
the first tab of the record.

e When you right click the mouse in any column in MOSES, such as on

Sort -] Ascending

Print ¥ Descending
appears . From here, you can

choose to sort in ascending or descending order.

e When you right click the mouse in any column in MOSES, such as on
a list of skills on the Match Criteria, a drop down menu appears

Print > Print Data
Undo Print Screen
Cut Print Field
= From here, you can

choose to print all the data in the display, even what you cannot see, to
print the screen, or to print the highlighted field only.

e From the File option on the Main Menu bar, you have some options for
printing. Print... will bring up your print menu. Print Immediate will
print all the data showing in your current screen, even if it extends
beyond the bottom of the screen. Print Screen will print only what
shows on your desktop.
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Hints:

(.EH Massachusetts One Stop Employm
File Job Seeker Employer  Traini

Close

Save Ctrl+5
Refresh Ctrl+R
Save As...

Print... Ctrl+P

Print Immediate
Print Screen
Spell Check

Exit

Set Printer

When selecting a State from the drop-down list, type the first letter
of the state to see the first state starting with that letter. Type the
same letter to go down the list

After entering the Zip code, press the Tab key. The city and state
fields will automatically populate.

When entering dates and phone numbers, just enter the number.
MOSES formats these fields automatically.

When selecting a city/town, you can move more than one city/town
to the right panel by holding down the control key while you click on
your selections, or by using the map. The map lets you select all
the cities/towns in the geographic area, or you can select, for
example, only the towns on the bus route.
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Search for a Customer

Overview

You may wish to search for a Customer in order to update services or
membership information. You can do this by searching the MOSES
database. The Job Seeker Search window lets you search directly for
Customers by selecting either Social Security Number, Last Name,
Customer ID or Claimant Id.

Use the Advanced Search function for finding a Job Seeker Membership
if your information does not include the standard search criteria. You can
also use the Advanced Search to find Customers who fit specific criteria.
For example, you may want to find a Customer whose primary language is
Spanish or a veteran in a specific geographic location or enrolled in a
specific program.

5
’\‘\“éc' : It's a good idea to search for an existing record for the Customer registering
\% in MOSES. Save yourself some time by checking first.

MOSES 101 Manual May 2020 32



To Search for a Customer Record

1. Click Job Seeker on the MOSES main menu bar and select Job
Seeker Services. You can also open this search option by clicking
once on the H icon on the Icon Menu bar.

el Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor
File ' Job Seeker Employer Training Events Program Reports  Feedback Administration GoTe Window Help

Job Seeker Services % | AB | El @

Documents >
Correspondence ¥
View Notes

Scanning

Job Bank Browse
Barcode Card

DTA Clock File

Caseload Management

2. Type the Customer’s job seeker number in the Search Criteria box.
MOSES defaults to the Job Seeker Id radio button.

— Type of Search

Search By Toenter a new Job Seeker click the Add button. Search for an existing Job

& Joh Secker ID Seeker by selecting a search method, entering the search criteria, and then

b 2BEKer clicking the Search button,

" Last Name L

" Sacial Security Mumber Search Citeria: |

 Clsi

et Advanced Search.. |
—Search Results
SENH First Mame Last Mame Date of Bith  Job Seeker ID Address Claimant |D
I ore |
E ligibility Eligibility Criteria| = katch Criteria Fiun katch Trade Edit Add | [relete | Cloze
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3. Click the Search button. MOSES locates the Customer by the job
seeker id number and displays the results in the Search Results
window.

(a| Job Seeker Search EI@
Type of Search
Search By To enter & new Job Seeker click the Add button, Search for an existing Job
& Job Seeker D Seeker by selecting a search method, entering the search criteria, and then
0b 2B8ker clicking the Search buttan.
" Last Mame o
" Social Security Mumber Search Citeria: |1 2877156
" Claimant 0

Search
Advanced Search...

Search Results

SEN# First Mame Last Mame Date of Bith  Job Seeker 1D Address Claimant ID
[t a0011 Jlanita  Juob  Jo1/0141930 3

22 Applicant Lane, Boston

L F

Row 1 of 1
E ligibility | Edit | Add | Delete |

Cloze
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4. Select the Customer from the list. To open the record, click Edit, hit
the Enter key, or double click on the name of the Customer. The Job
Seeker record for that Customer appears.

‘2" Job Seeker Membership (Job, Anita) EIIEI

S8N: XXN-XX-0011 ID: 12877156

B asic l Fulll Educationl wiork, Histor}ll Eventsl Alertsl l Servicesl Special Programsl Survey
Ge I Int tion ) B Residence Addiess l l
b First Mame:  Bnita Middle [nitial: |—
Address
¥ Last Mame:  [lob ¥ Sew Chose not to anzw_w » Address: [22 Applicant Lane
¥ Diate of Birth: |01/01/1990 2l ¥ Military: [ Yes  * Mo [
Release Information?: [ Yes ¢ Mo »Other Eligble [ Yes & No b Country:  |United States of Amenica JE4 |
r Zip - ¥ ity
¥ Ethnicity Hispanic or Lating @ Yes O No 2 02110 Ciy: [Boston
] . . : -
+ Race v it [V Black or &frican American b gEkE flascachisets
[ Asian [ American Indian or Alaskan Mative I Enterprise [ Empowerment [ Renewal
[~ Other [~ Hawaiian Native or Other Pacific |slander

[ Address Mot Available [ Mailing Address different

Confidential: [ ez Mo HITG Confidential [T Yes © Mo

[ Infarmation Mot Awailable

Programs
| Contact
Program Name Apply Program Status Histary Primary Phone: |[ ] - Ernail: |
Job Mateh Other Phone: || ] - [ =l
|Pragram Eligibility | =] =} web Address: | [ Prefers Emails
|Career Planning | | E . =
e Special Accommodations

» wWiorked in agriculture or food processing in | Yes ©% Mo Career Center ‘

the last 12 months™?

Trade Eligibility | Match Criteria | | EIigibiIityCriteria| ak | Cancel

5. Review or make changes in the Customer information.

6. Click the OK button to return to the Job Seeker Search window.

JEVEY CAUTION: Clicking the Cancel button and the Yes button to the pop-up

’\\G:Q warning cancels your work and does not save your changes. You can also

\% w instruct MOSES to ignore your work by clicking on the X button in the right
corner and the Yes button to the pop-up warning.

If you want to save the changes that you have made to the Customer record,
click the OK button and the Yes button. Other ways to save your work
without leaving the record include clicking on the Diskette Icon or the
Refresh Icon in the Icon bar. When you do this, you are brought back to the
Basic tab.

Y

;?//;
4
[

1]

T\(\
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7. To search by the Last Name, select the Last Name radio button and
type the last name of the Customer in the Search Criteria box.

(g‘,‘l Job Seeker Search

Type of Search

=]l E ]
Search By

Toenter a new Job Seeker click the Add button. Search for an existing Job
™ Job Seeker ID

Seeker by selecting a search method, entering the search criteria, and then
clicking the Search button,
* Last Mame S G
" Social S ecurity Nurnber ety Chints: "
(™ Claimant 1D
aman Advanced Search...
Search Results

SSNH First Mame Lazt Mame Date of Bith  Job Seeker |D Address

Clairnart 1D

| aw | |

Cloze

*::?f; You can just type the first few letters of the last name in the box and MOSES
\\\.»% )

will find all Customers whose names contain those letters. MOSES search is
not case sensitive, so you don’t have to capitalize any letter.
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8. Click the Search button. MOSES displays the results of the search
under Search Results on this window.

(G}I Job Seeker Search EI@
Type of Search
Search By To enter a new Job Seeker click the Add button. Search for an exizting Job

Seeker by selecting a search method, entering the search criteria, and then
" Job Seeker ID clicking the Search button.

(% Last Name L
" Social Security Number Search Critefial [lechat Search
( Clamant D Advanced Search

Search Results

SSMH First Mame Last Mame Date of Bith  Job Seeker 1D Address Claimant 1D

[#t-44-0001 |5 ammy Lechat 01/01/1990 12877196 |25 Litterbox Lane, Orange cp F ©
[#4-#8-0014 [Horatio LeChat 01/0141985 12877194 |731 Mouse Terace, Boston F @

e 0012 [kiki LeChat 01/0141990 12877157 |22 Applicant Lane, Boston —
[st0-st0000[kKoke —— [ILeChat 01/01/1380 |12 5 F 3]

Row 4 of 4
Eligibility | batch Criteria Run Match | Edit | Add | Delete | Cloze

AraC
e . Use the scroll bar on the right to see the additional list of members.

\‘Q;i//

If you would like to sort any of the columns by ascending or descending

- order, simply right click the top cell of the column you would like to sort by,
a\'m@c click Sort and select Ascending or Descending

\&;/ N I Sort ] Aczcending

Print -] Descending
If the number of Customers exceeds 50, click on the More button to see the

*:Z’Z information. The More button does not display the next 50 records; it adds
\\ . them to the list to be displayed. You must still scroll through the list of

=== records to the last record. The More button is enabled as long as there are

additional records to be displayed.

9. Select the record and click the Edit button, hit the Enter key, or double
click on the record, to display the Customer record. You can now edit
or update the Job Seeker Membership.

10.Click the OK button to return to the Job Seeker Search window.
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11.Select the Social Security Number radio button and type the Social
Security Number in the Search Criteria box.

(a'l Job Seeker Search E@
Type of Search
Search By T enter & new Job Sesker click the Add buttan. Search for an existing Job
 Job Sesker ID Seeker by selecting a search method, entering the search criteria, and then
EIREEED clicking the Search button.
" Last Mame o
&+ Social Security Number earch Ciitetia: [ . -
" Claimant I

Advanced Search...

Search Results

SSHH First Name Last Name

Date of Bith  Job Seeker ID Address Claimant ID

| e | \

Close

12.Click the Search button. MOSES displays the results in the Search
Results window.

(a( Job Seeker Search

Type of Search

=N N =)
Search By To enter 3 new Job Seeker click the Add button. Search for an esisting Job
 Job Seeker D Seeker by selecting a search method, entering the search criteria, and then
~ LD tNee & clicking the Search button.
ast Mame o
% Social Security Nurnber Search Ciiteria: |81 1-01-0000
" Claimant 1D

Search
Advanced Search...

Search Results

S5MH

First Mame Last Name Date of Bith  Job Seeker ID Address Claimant I
[teas-e-0000] T JBracy |

001/01 /1330

1 Patriot Place, Fosboro

Row 1 of 1

Eligibility | Trade | Edit Add |

Delete | Close

5
\\“sc‘; MOSES Job Seeker IDs are used to identify members at Career Centers, as
\% w well as to Employers if the Customer’s record is listed a confidential.
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13. Select the Claimant Id radio button and type the Claimant id in the
Search Criteria box.

(a{ Job Seeker Search

Type of Search

(= [ =
Search By Ta enter a new .Job Seeker click the Add button. Search for an existing Joh
 Job Seker 1D Seeker by selecting a search method, entering the search ciiteria, and then
b aeeker clicking the Search button.
" Last Mame -
" Social Security Number el il "
{+ Claimant D

Advanced Search
Search Results

S5MY First Mame Last Name

Date of Bith  Job Seeker ID Address Claimant 1D

Clase

| s | |

14.Click the Search button. MOSES displays the results in the Search
Results window.

‘a'| Job Seeker Search

Type of Search

[= ] = |msl
Search By

" Job Seeker ID

To enter a new Job Seeker click the Add button. Search for an existing Job
Seeker by selecting a search method, entering the search criteria, and then
 LastN clicking the Search button.
azt Narme -
" Social Security Mumber Search Criteria: 12345678
(+ Claimart 1D

Search
Advanced Search...

Search Hesults

SEN#

First Mame Last Mame

Date of Bith  Job Seeker ID Address Clairnant [D
EE—

1000 kount Verno

Row 1 of 1

Rur atch Trade | Edit | Add |

Eligibility Eligibility Criteria|  Match Criteria

Delete | Close
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JEES MOSES Claimant IDs are used to identify members of the Department of
’\“"*“ Unemployment Insurance programs.

\ —= These customers are enrolled in joint Department of Career Services and
Department of Unemployment Insurance programs.
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To Do an Advanced Search for a Customer Record

1. Click Job Seeker on the MOSES main menu bar and select Job
Seeker Services. You can also open this search option by clicking
once on the H icon on the Icon Menu bar.

‘i Amazon WorkSpaces - x
Amazon WorkSpaces My WorkSpace  Connection  View

| Massachusetts One Stop Employment System - User Acceptance - AWS Staff ID: TCART Career Center: Center Security i - x
File Employer Training Events Program Reports Feedback GoTo Window Help

DTA Clock File

Caseload Management

2. Click the Advanced Search button on the Job Seeker Search
window.

~ Type of 5 h

Search By Toenter a new Job Seeker click the Add button. Search for an existing Job

& Job Sesker ID Seeker by selecting a search method, entering the search criteria, and then

b aseker clicking the Search button,

 Last Name L

" Social Securig Mumber Search Criteria: ||

 Clai

ity Advanced Search...
rS h Results
SSNH# First Marne Last Mame Date of Bith  Job Seeker ID Address Claimant (D
Iare |
Eligibility Eligibility Criteria| | katch Criteria Fiun katch Trade Edit Add | Delete | Cloge
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MOSES displays the Customer Advanced Search window.

(a‘{ Job Seeker Advanced Search

Perzonal

Laszt M ame: |

P white

First Mame: [

Date of Birth: 00,/00,/0000

Sex [
Search based on Soundex?  Yes & No

General

‘workforce Boand: [

ity Tawn: [

Zip Code: -

Detailed Search Critenia

L] L«

Primary Languaags: |

Diizability:

L] L}

I
Prewious Emplayer. |
Alerts |

Phone (Home/Other): | - -

Mo Service in the last Days

[~ Hispanic or Latino
[ Asian

[ Aftican American, Mon Hispanic
[ American Indian or Alaskan Native

[ Hawaian Native or Other Pacific lzlander

[ Other [ Information Mat Awvailable

Career Center | ]
Staff 1D [ JE3
Education: | 3|
[ “eterans [ Ul Claimants [ Dislocated Worker
[ Enterprise Zone [ Affimative &ction [ Career Center 5pecific

[~ Empowerment Zone

Active or Inactive

™ Renewal Community Programs

—

Errolled in State Program: | k|

Had a zervice within Days

Age Between: and

o]

Cancel |

3. Enter your search criteria. You must enter at least two search criteria.
One must be from either the Personal section or the General section
of the window. The Detailed Search Criteria section is optional. Use
Advanced Search wisely. MOSES contains well over 1,000,000+
records. Select those items that will limit your search results to

manageable numbers.

Searches based on Soundex need at least 5 letters.
The search is based largely on consonants.
Soundex will only return names beginning with the actual first letter you

type. For instance, “C”, which sounds like “S” or “Qu” or “K”, will only return

names starting with “C”.

If you choose “Yes” for Soundex, that counts as one criteria from the

Personal section.

your Staff ID.
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4. Click the OK button. MOSES will display a list of the Customers who
match your criteria.

(a‘| Job Seeker Search EI@
Type of Search
Search By To enter a new Job Seeker click the Add button. Search for an existing Job
Seeker by selecting a search method, entering the search criteria, and then
%' Job Seeker ID clicking the Search button,
" Last Name

" Social Security Nurmber

Search Criteria: |
" Claimant ID

Search
Advanced Search...
Search Results

SENH First Mame

Last Mame Date of Bith  Job Seeker 1D Address Clairnant [D
st #8-0001 | Sam 01/01/1930 [[12877196 |26 Literbonlane Orange | B3 EF©
HiH-HH-0014 oratlo eChat ‘I.-"EI‘I 1985 12877194 [731 Mouse Tenace, Boston E &=
[#r4-8H-0012 [kiki |LeChat [01/01/1990 [12877157  [22 Applicart Lane, Boston | F
[#rt-#1-0000 [Koko [LeChat [01/01/1990 [12877285  [100 Cambridge Street, Baston| E@ Y

Row 1 of 4

| Fatch Eriteria| Run Match | Trade | Edit | Add | Delete |

Eligikility |

Cloze |

5. Select the Customer from the list and click the Edit button, or hit the

Enter key, or double click on the name of the Customer to open the
Customer’s record.
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Add a New Customer

Overview

To add a new Customer, you create a new record in the MOSES database
for that Customer through the Job Seeker Search screen.

The Job Seeker record has nine main tabs of information, with sub tabs
for additional information.
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To Add a New Customer and Complete the Basic Tab

The Basic tab collects the minimum information needed to establish a
Career Center membership.

Typically, Customers with Basic membership are self-directed.

They might have entered their information using MJQ (MassHire Job
Quest).

They may be just interested in using the resource room, for example, but
not in receiving other Career Center services.

They may just use our services through the Internet (MJQ).

Basic membership provides the following benefits to the Customer:

e Makes the Customer a member of the statewide Massachusetts One-
Stop Employment System (MOSES)

e Allows the Career Center to generate a membership card for the
Customer

e Provides the career center with information to include the Customer on
its email list
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1. Click Job Seeker on the MOSES main menu bar and select Job
Seeker Services.

You can also open this search option by clicking once on the £ icon
on the Icon Menu bar

% Amazon WorkSpaces X
Amazon WorkSpaces My WorkSpace  Connection  View
tance- AWS Staff ID: TCART Career Center Southbridge Career Center Security Administrator X

tassachusetts One Stop Employment System
e Traini

Reports _Feedback GoTo Window Help

DIA Clock File

Caseload Management

2. Search for your Customer using Job Seeker ID, Last Name, Social
Security Number, or Claimant Id.

If no Customer appears using that criteria, it is likely they do not exist
in MOSES. A pop-up box will appear telling you just that.

It's always a good idea to search for the Customer before you enter
information.

@ Job Seeker Search [E]@
— Type of Search
SearchBy ——————— Toenter anew Job Seeker click the Add button. Search for an existing Job
" Job Sesker (D Seeker by selecting a search method. entering the search criteria, and then
EDSEEAT clicking the Search button.
" Last Name

(¥ Social Securty Nurmber Search Citeria: [339.33-9398
© Clai
Bainant D Advanced Search. |

~Search Results

SSN First Mame Last Mame Date of Bith  Job Seeker I Address Claimant ID

Job Seeker X

There were no Job Seeker records found that match your search criteria.
Please try again.

HMore |

E ligibility | Eligibility Enleﬂal M atch Criteria | Fun b atch | Trade | Edit | Add | Delete | Cloge |
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fudd
3. Click the Add button 4 on the Job Seeker Search window.

A New Job Seeker pop up box appears.

Search Ciiteria
Social Securty Number: [
Rie-enter Social S ecurity Murber: '7
Registration D ate; 'm[g

Pseudo | oK Cancel ‘

Trade ‘ Add | |

Y o | ==

Type of Search

Search By Ta enter a new Job Seeker click the Add button. Search for an existingJob

 Job Seeker 1D Seeker by selecting a search method, entering the search criteria, and then

GREEEER clicking the Search buttan,

" Last Mame )

(* Social Security Number Search Criteria: | .

O Ol

B Rl Advanced Search...
Search Results
SSNH First Name: Last Mame Date of Bith  Job Seeker ID Address Claimant 1D
Q| New Job Seeker X

Close

Security Number fields boxes.

4. Type the social security number for the Customer in the Social

Type the date the Customer enrolled in the Registration Date field.
Remember this allows you to back date the record to the actual

enrollment / service date.

(Standard staff backdating rights are 60 calendar days. But your own

backdating rights may be different.)

MOSES defaults to the current date, but you may change it to a date in

the past.

The Registration Date is the initial date of when you can enter

services, notes and information from.

r;H Mew lob Seeker it

Search Critena
Social Security Humber:

EEEE R

Fe-enter Social Security Mumber: |

Reqistration Date:  [12/25/2025 g

FPzeudo k. Cancel |
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3>
REC

=]

MOSES pre-fills the Registration Date field with today’s date. Make sure you
use the date when the Customer first came in for services. Your ability to
backdate depends on your security rights.

Make every attempt to obtain the Customer's SSN. Some grants / programs
require valid SSNs.

All Customers provided services will be run against the wage records
database where Employers report actual wages paid. Employers use valid
SSNs only.

Only use the pseudo button to create a pseudo number (first three digits are
900’s) instead of their SSN as a last resort.

If the Customer is already entered in the MOSES database, in the Ul system,
or in MOSES/SMARTT interface, the Job Seeker record appears with the
previously entered information.

Review/edit the information with the Customer to ensure it is the current
information.
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6. Click the OK button. A Job Seeker Membership (New) window
appears.

The social security number is checked against the Unemployment
Insurance (Ul) database, MOSES archives, and the MOSES/SMARTT

interface.

If the social security number exists in any of these sources, some
information will be brought forward to the Basic tab.

Check this information to ensure it is still correct and up to date.

(a‘l Job Seeker Membership (New) EI@
S55N: XXX XX-12341D: Motes
Basic l FuII] Educatlon] otk Hlstor_l,l] Events] Alerts] ] Services] Special Programs] Survey
General | B Residence Address l l
¥ First Mame: | Middle Initial: |—

Address

¥ Last Name: F Sex :l' r Addresz |
¥ Diate of Birth: |00/00./0000 el b Military: | Yes € Mo [

Releaze [nformation?: | Yes © Mo b Country: | Urited States of America =1
Y Zin ; b City:
¥ Ethnicity Hispanic or Latino © Yes © Mo 2y ! City: |
+ Race [ Wwhite [ Black or African American D S =l
[ Asian [ American Indian or Alaskan Native [ Enterprize [ Empowerment [ Renewal
[~ Other [~ Hawaiian N ative or Other Pacific |slander

[ Address Mot Available [ Mailing &ddress different

[ Information Mot Available

Corfidential [ ) es () Na  HITG Confidential [ T Yes © No

Programs
| Contact
F'rogram Mame Apply Program Status Histaory Primary Phone: J[ ] - Ernail: |
Job h Other Phone: [ ] - [ =l
Pragram Eligibility I~ =1 =] ‘Web Address: | [ Prefers Emails

[Career Planring | | E

> Special Accommodations

¥ wiorked in agriculture or food processing in | Yes © No Career Center ‘

the last 12 months?

Trade Eligibility | Match Criteria

[]8 | Cancel

| Eligibility Criteria

7. Complete the following information, under the Basic tab.

You must complete all of the required fields on a tab before you can select

e the next tab.
\\\\f;a ( » = Required Fields)
== Your program may require additional fields filled in as well. Make sure to fill
them out.

Use Title Case font (Upper and Lower case) rather than UPPER CASE (all

P
’\\’\:C‘; Upper case) letters for all typing in MOSES.
\ w This information can be a basis for resumes and letters, so should not be in

all capital letters.
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Field Name

Required Action

First Name
Middle Initial
Last Name

Sex

Ethnicity

Race

Military

Other
Eligible

>

Type the first name of the Customer.
Type the middle initial of the Customer.
Type the last name of the Customer.

Select from the drop menu the sex that
indicates the Customer preference.

Select yes or no to answer the Hispanic or
Latino question

Select one or more racial categories from the
list. If the Customer does not want to divulge
their race, use “Information Not Available”.
You can select more than one.

Select the Yes or No radio button.

If the No check box was selected under
Military, the Other Eligible field appears and
becomes mandatory. Select the Yes or No
radio button.

Other Eligible refers to:

Eligibility for Veteran Benefits x

I . ) Do not check Other Eligible unless the job seeker is a person who is
¥ (3) the spouse of any person who died on active duty of a
- service-connected disability; or,
(b) the spouse of any member of the Armed Forces serving on active
duty who at the time of application for assistance under this part, is
listed, pursuant to 38 U.5.C. 101 and the regulations issued there under,
by the Secretary concerned, in one or more of the fellowing categories
and has been so listed for more than 90 days:
(i) missing in action,
(i) captured in the line of duty by a hostile force, or
(iii} forcibly detained or interned in the line of duty by a
foreign government or power; or,
(c) the spouse of any person who has a total disability permanent in
nature resulting from a service-connected disability or the spouse of a
veteran who died while a disability so evaluated was in existence,

If a customer éays they' are Other Eligible,
make sure that a DCS Veterans’
Representative verifies this.
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Field Name

Required Action

Date of Birth

Release
Information?

Address

Country

Zip Code

City

State

Enterprise
Zone

4

MOSES 101 Manual

Click the Calendar icon €l and select the
Customer’s date of birth from the dropdown
calendar. Click the OK button. Or, you can
type in the date of birth. It is important to enter
the correct date of birth, as this is used in
determining eligibility for certain programs.

Only check this field if you make referrals to
DOE-funded ABE/ESOL classes.

Once you select a choice, it cannot be
deselected.

Yes means you have a signed ABE Release
Form or that a signed ABE Release Form is
located at the ABE training site.

No means that the Customer did not sign the
ABE Release Form.

You can view the form from either of the pop-
up boxes or from Job Seeker, Documents,
Share Information Form.

Type the local street address for the Customer.
There are two lines for street address. Do not
include the city, state, or zip on the second
line. The second line adds to the first line.

MOSES pre-fills the country.
You can use the dropdown list to select a
different country, if needed.

Type the 5 to 9 digit zip code for the
Customer’s address.

Tab out to fill in City and State automatically.
Check to make sure the zip code you entered
is correct.

MOSES pre-fills the city to match the zip code.

MOSES pre-fills the state to match the zip
code.

This is a HUD zone in Springfield. Select this
check box, if applicable.
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Field Name Required

Action

Empower-
ment Zone

Renewal
Zone

Primary
Phone

Email

Other Phone

Web
Address

Prefers
Email

Address Not
Available

Mailing
Address
Different

Confidential

Agricultural »
Work
Question

MOSES 101 Manual

This is a HUD zone in Boston. Select this
check box, if applicable.

This is a HUD zone in Lowell / Lawrence.
Select this check box, if applicable.

Type the Customer’s primary phone number.

Type the Customer’s e-mail address.
Make sure to use proper formatting.

Type the Customer’s other phone number, if
available.

Type the Customer’s internet web page
address, LinkedIn address, Facebook page or
social media web address, if applicable.

Make sure to use proper formatting.

Check this if the Customer wishes to be
contacted via email. You must have a valid
email address in that field.

Select this check box if the Customer does not
have an address.

They could be homeless, in a shelter or in a
domestic abuse situation.

Select this check box if the Customer has a
different mailing address.

When you select this option, the Mailing
Address sub tab becomes available. It must
be completed before moving to the next tab.

This is only viewable.
Check the proper radio button after asking the
customer if they have worked in agriculture or

food processing in the last 12 months.
This is looking for Migrant farm workers.
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Field Name

Required Action

Special
Accommo-
dations

Describe Special Accommodations, if any.
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7. NOTE the following fields in the Programs section of the Basic
screen.

‘a'| Job Seeker Membership (New) EI@
S8N: XXX-XX-12341ID: Motez
Basic lFuIIl Educationl Wwiork History] Eventsl Alertsl l Services] Special F'rogramsl Survey
General Information Residence Address l l
¥ First Mame: Enita Middle Initial: |—
- Address
¥ LastMame:  [lob b Sex Marnbinary hd v Addiess [123 Applicant Way
b Date of Bith: |01/0141930 el P Miltary: | Yes ¢ No [
Release Information?: [ Yes ¢ Mo POtherEligible | T Yes = Mo b Country: | Urited States of America 3
13 i - ¥ City:
¥ Ethnicity Hizpanic or Lating © Yes © Mo Zy o114 Ciy: [Boston
» Race W wihite ¥ Black or African American b State: flaccachizehy =
[ Asian [ American Indian o Alaskan Native [ Enterprize [ Empowerment [ Renewal
[ Other [ Hawaiian Mative or Other Pacific |slander - — -
[ Address Mot Available [ Mailing Address different

[ Infarmation Mat Available

Confidential [ Yes L/ Na  HITG Confidential: [ Yes { Mo

Programs
~ |~ Contact
Program Mame Apply Program Status History Primary Phone: [[617)626-3530 Email: ajobi@gmail. com
[Tob Match il T = Other Phone: [787}447-1236 =l
|Pragram Eligibility | [~ ] E ‘Web Address: b linkedincom/FErs? sk s/09 [ Prefers Emails
[Career Planning | k3| B_

o Special Accommodations

¥ Worked in agriculure or food processing in | ¢ yves & Mo Career Center ‘
the last 12 months?
Trade Eligibility | Match Criteria

(] 8 | Cancel

| Eligibility Criteria

Field Name Required Action

Program MOSES presents a list of programs applicable

Name to Career Center Customers. You can scroll
through the list using the scroll bar to the right.
Customers are commonly in Job Match,
Program Eligibility, and Career Planning in the
programs section.
Some programs need to have eligibility
determined prior to putting them in the program.
Appendix C provides definitions of the listed
programs.

Apply This box is used to enroll / register customers in

the program. Once checked some programs
can not be unchecked.
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Field Name Required Action

Program MOSES often pre-fills this field.

Status For example, when Job Match is checked, the
status shows as “Incomplete”.
Once the Job Match Criteria has been
successfully entered and saved, the status
changes to “Info. Complete-On”.

Histor . .
y Click once on the folder icon = at the end of
the row for a program.
This gives you information about enrollment
and exiting dates and history.
o Once you click on the Apply checkbox, MOSES asks you if you are sure that

2
4
[}

is what you want to do.
= Click Yes if you are sure you want to enroll the Customer in that program.

\;?&/ . . . .
Click No if the Apply checkbox was clicked by mistake.
JEES Once you click on the Apply checkbox for a program that needs program

]
4
g}

eligibility determined, MOSES tells you that program eligibility should be
= established prior to clicking on the Apply checkbox.
The same holds true for Career Center Specific programs.
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8. Click on the Career Center Button to view Customer programs

applicable to that Career Center.

=

Fielease Information’?: ez Mo ¥ Other Eligible Ii Ye: 0 No

‘a'| Job Seeker Membership (Job, Anita) EI@
S8N: XXX -XX-12341ID: 12877345
Basic |Fu||| Educationl wiork, Historyl Eventsl Alertsl | Servicesl Special F'rogramsl Survey
i~ General Informati ) - Fesidence Address | |
¥ First Mame: Enlta Middle Initial: I_ A 1
¥ LastName:  [ob b Sex  [Nanbinary =l Q| Career Center Specific Programs X
¥ Date of Birth: |EI1 /01930 el ¥ ilitary: Yes * Mo  Career Center Specific Programs

Program Mame

Appre u[=
¥ Ethnicity 'Il-ispanic or Lating T'_Yes " No Disability Grant =
+ Race v Wwhite v Black or African American — =i
DTA PwWPF) Part t =
[ Asian [ American Indian or Alaskan Native I - (WPF) Par ICIDE.m r f—
[~ Other [~ Hawaiian Native or Other Pacific |slander |Humc:ane {Natural Disaster] Grant r E
[ Information Mot Available |M a5 Rehab Participant - E
Programs |0n The Job Training Program | Ei
) * || [Dperation Oider Person Grant rE
Program Mame Apply Program Status Histary =
= |Public Housing Grant I )=
Pragram Eligibilty r0—— = = |Returring Citizen Program rE
[Career Flanring r | =] EI |Surmmer Youth Program i E
Y
¥ Worked in agriculture or food processing in I " Yes ¢ Mo Career Center I

the last 12 months? ok I Cancel |

Trade | Eligibility | Match Criteria Fon Fatch | Elgibility Crtena Il (1] I Cancel

&

mistake.

&

turns red.

You have completed the Basic tab.

The next step is to complete the Full tab.
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When you enroll a Customer into a Career Center specific program, the
Career Center button and the text for the chosen program(s) turn green.
Once a Customer is exited from that Career Center specific program, the text

Once you click on the Apply checkbox, MOSES asks you if you are sure that
is what you want to do. Click Yes if you are sure you want to enroll the
Customer in that program. Click No if the Apply checkbox was clicked by
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To Complete the Full Tab

A Full membership lets the Customer use more of the available services
of MOSES.

These fields are indicated by a v" mark rather than a » mark.
This gives you the option of completing the information later.

These fields are required for federal reporting and need to be completed.

The v means it is a recommended field.
For many programs, part of the eligibility is that the job seeker has a full
membership (the full tab — General Information sub tab) completed).

1. Click the Full tab on the Job Seeker record.
The following screen appears.

S5N: XXNX-XX-1234 ID: 12877345

i nl whork Histor_l,ll Eventsl Alertsl l Servicesl Special Programsl

l Bariers l Agsistance/Disaster F!eloc:ationl

Additional Information Educat —
o . i re r * In School: €3
Employed | | Immigrant: | € *fes © Mo " Yes - In Alternative Schoal
™ MNa
¥ Dizabilit: |6 Yes Mo Mot Disclozed
; | & ° * Highest Degree: | |
T I~ I~ - I~ I~
i I~ — -
Work 5 earch Yerification Claimant ID
Primary Language: | e | D ate Verified:
Language Details; ‘ Werified By:
) + Migrant Status
Dislocated Warker [ (1 Seasonal Farm ‘Warker, Mon Migrant Long-Term
Summer Youth [ ) Mirant Farm Worker Unemployed [~
Permanently Separated (HITG]: [~ Last Modified: [00/00/0000 € Migrant Food Processor [27+ wereks]
Economically Dizadvantaged Career Objective / Summary
Wiewable to Employers on the Internet [JobQuest) © Yes O Nao

A Job Secker Membership (Job, Anita) =N =R

¥ Family Size: ‘

Trade Eligibility | M atch Criteria | | EIigibiIityEriteria| 0k | Cancel

2. Type the Customer’s information into the following fields under the
General Information sub tab.

Required fields ( » ) must be completed before you can select the next tab in

MOSES.
Highly Recommended (\/) fields are required for federal reporting and for

\’:«22: entry into most programs.
\\\f o You can move on to the next tab if these ¥ fields are incomplete.

Customer’s record until the required or recommended information is
completed.
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Field Name
Employed

Disability

Disability
Comment

Immigrant

Dislocated
Worker

Required

Action

v
v

Summer Youth

Primary
Language

Language
Details

Permanently
Separated
(HITG):

MOSES 101 Manual

Select the Yes or No radio button.

Select the Yes, No or Not Disclosed
radio button.

Then check off the customers disability
Type boxes.

(Optional) Type a brief description of the
disability, if the Customer is disabled.
Use Notes instead this is more discrete.

Use this field only when referring a
Customer to a DOE-funded ABE/ESOL
course. In this case, DOE requires that
we check Yes if the Customer is
foreign-born and has legal status to live
in the USA.

Select this check box if the Customer is
a dislocated worker and your Career
Center uses this field for reporting.
Otherwise do not use.

Select this check box if the Customer is
a summer youth and your Career
Center uses this field for reporting.
Otherwise do not use.

Select the Customer’s primary language
from the dropdown list. (Optional)

Describe language details, such as
degree of fluency in oral and written use
of that language. Or customer has
multiple languages.

Information from the Ul database will
cause this check box to be checked, if
the Customer is collecting Ul and is
permanently separated from their most
recent employer.

Staff cannot check this box themselves.
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Field Name Required

Action

Last Modified

Family Size v
Family Income v
In School v
Highest Degree v
Highest

Education

Grade

MOSES 101 Manual

Information from the Ul database will
cause this date field to be completed.
Staff cannot complete this field
themselves.

Type the number of people living in the
household. This includes the Customer.

After you enter the Family Size,
MOSES displays the question “Is your
family income for the last six months
below $# ###?” This determines
whether or not a Customer is
economically disadvantaged.

The income level is calculated from the
Family Size and the zip code.

Read the question to the Customer and
select the Yes or No radio button.

The income levels are updated each
year.

Select the Yes, Yes in Alternative
School or No radio button.

Select the Customer’s highest
educational degree from the dropdown
list. (Or highest grade completed.)

It is important to make the correct
selection, as this is used as one of the
Job Match Criteria.

MOSES displays this field only when
you select Less than High School,
Some College, or Post-Secondary
with High School, from the dropdown
list.

Select the number of years of school
completed.
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Field Name Required Action

Migrant Status v Select the radio button indicating the
correct Migrant Status if you clicked
Yes to the Agricultural Work Question
on the Basic tab.
Definitions are below:

[Jub Seeker Data X

Do not check Seasonal Farm Worker, Non Migrant unless the job seeker

' is a person who during the preceding 12 months worked at least an
aggregate of 23 days or more in agriculture, earned at least 30% of
his/her income from farmwork, and was not employed in farmwork
year round by the same employer.

|Job Seeker Data X

. | Do not check Migrant Farmworker unless the job seeker is a Seasonal
QW' Farmworker who had to travel to do the farmwork so that he/she was
i unable to return to his/her permanent residence within the same day.

Job Seeker Data X
i

Do not check Migrant Food Processing Werker unless the job seeker is
" a person who during the preceding 12 months worked at least an
1 "~ aggregate of 25 days or more in food processing, earned at least 50% of
E his/her income from processing werk and was not employed in food
processing year round by the same employer, provided that the food
processing required travel such that the worker was unable to return to
his/her permanent residence in the same day.

Career Describe Career Objectives, if any.
Objective (Up to 750 characters.)
Remember that this career objective will
appear on the resume document, so
spelling, capitalization, punctuation, and
grammar should be carefully reviewed.

You have now completed a Full Membership.
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To Add a New Customer Who Is a Veteran

While giving information on the Basic tab, if the Customer answered “Yes”

to Military or Other Eligible status, complete the Military Information
sub tab.

This is accessed from the Full tab.

1. On the Full tab, click the Military Information sub tab to view military
information.

3 Job Secker Membership (Job, Anita) =N <

S8N: XDOCXX-12341ID: 12877345

Bagic Full l Educationl wiork, Historyl Eventsl Alertsl l Servicesl Special Programs Survey

General Infarmation

Barriers ] Agzsistahce/Disaster Relocation ]
Military Branches

¥ Branch ¥ Tupe of Dizcharge/Status ¥ Start Date ¥ Releaze Date DD214 i

i

VYeteran Information

Type of Yeteran:

Trade Eligibility | Match Criteria Eligibility Criteria

(] 8 | Cancel

B
’\\1’&: Veterans are usually referred to the MDCS Veterans’ Representatives, who
\\3\\;/, = hold special expertise for serving these clients.

the sub tab will be inactive.

\\E,if;: If the Customer answered “No” to Military status and Other Eligible status,
\\% " It appears grayed out.
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2. Click the Add button.

Y Military Details X
— Military History
¥ Branch Im vl ¥ Discharge T_I,Jpel ;I
b Service Start D ate IDU.-’DD.:’DUEID el b Release Date IDDJDD;"DDDU el
— DD214 Form
DD214 Verfied [ Werified By I Date VYerified: IUUHUUHUUUU Werifying Office: I
oK | Cancel
(G}I Job Seeker Membership (Job, Anita) EI@

S8N: XXX 1234 ID: 12877345

Basic  Ful | Educationl ‘wiark, Historyl Eventsl Alertsl I Servicesl Special Programs Survey

General Information  Military [nformation | Barriersl AssistancesDisaster Helocationl

h

Military B

* Branich DD214

rT

pe of Discharge/Status L4 [ ate L4 ze [ate
000 1000

Add

E dit

Y Military Details
— Military Higtory

. ¥ Branch Im vI ¥ Discharge Typel vl
¥ Service Start Date IDD.-"DD.-"DDDD =] » Release Date IDD.-"DD.-"DDDEI =]

—DD214 Form

DD214 Verfied [~ Werified By: I D ate Yerified: IDD.-"DD.-"DDDD Verifping Office: I

ok I Cancel |

Trade | Eligibility | datch Criteria | Fun Match | Eligibility Eriterial ak | Cancel |

3. Complete the required fields ( » ).

4. Complete the optional fields if the information is available.

3>
'\\};: Make sure you verify this information against the DD214 form (official

= discharge papers from the military).
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Field Name

Required Action

Branch

Discharge
Type

Service
Start Date

Release
Date

DD214
Verified

Verified By
Date
Verified

Verifying
Office

>

MOSES 101 Manual

Select the branch of military service from the
dropdown list.

Select the type of military discharge from the
dropdown list.

Click the Calendar icon €l and select the
Start Date from the dropdown calendar.
Click the OK button. Or, you can type in the
Start Date. Certain start and release dates
trigger additional radio button options under
Veteran Information.

Click the Calendar icon €] and select the
Release Date from the dropdown calendar.
Click the OK button. Or, you can type in the
Release Date. Certain start and release
dates trigger additional radio button options
under Veteran Information.

Check off the box if Verified.

This will automatically fill in your MOSES id if

you checked the box.

This will automatically fill in the date the box
was checked.

This will automatically fill in your MOSES ids
assigned office if you checked the box.
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If the Veteran is not enrolled in your offices Veterans Program the
following pop up appears upon Saving the Military Details box.

r;H Veterans Program *

This applicant is not enralled in the Yeteran Frogram.
Would wou like to enroll the applicant now?

[fwes. please enter the Veteran Frogram enrollment date

¥ Date: [12/25/2020 gl

Y'es MHao

Answer as needed.
Note the date will default to todays date.

B
\\“:‘: If the Customer served in more than one military branch, click the Add
\%/ = button to display a blank row and fill in the information on the second branch.
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5. Complete the Veterans Information fields.

If the information is available (Or Not Disclosed can be selected).

¥ Job Seeker Membership (Job, Anits) [ T <
SSN: XXX XX 1234 1ID: 12877345
Basic Full |Educati0n| ‘whark Historyl Eventsl Alertsl | Servicesl Special Programsl Survey
General Information  Milikary Information | Barriersl AssistancesDisaster Helocationl
Military Branches
* Branch L4 TEEE of Discharie.-"Status ¥ Start D ate ¥ Release Date  DD214 add
Edit
Delete |
— ¥eteran Inf i
|5 Your Dizability Service Connected? |i Yes & Mo
¥ Campaign B adge |E Yes € Mo
» Homeless Veteran o at risk of being homeless | € Yes © Mo © Mot Disclosed
b Offender who has ever been incarcerated |(" Yes © Mo ( Mot Disclosed Type of Veteran:
Trade | Eligibility | Match Criteria | Fun Match Eligibility Criteria ok Cancel

Field Name Required Action
Select the Yes or No radio button to indicate
Is Your if the disability is service connected.
Disability If Yes, select the percentage of the disability
Service that is service connected from the dropdown
Connected? list.
This only field only appears if you checked
Yes for Disability on the General Information
tab.
Campaign Select the Yes or No radio button.
Badge
Homeless Select Yes, No, or Not Disclosed.
Veteran or
at risk of
being
homeless

MOSES 101 Manual
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Offender
who has
ever been
incarcerate
d

Select Yes, No, or Not Disclosed.

The Veterans Information section.

Veteran Information

¥ LCampaign Badge

|5 Your Disability Service Connected? | Yes & Mo

¥ Desert Storm/Desert Shisld

¥ Homeless Weteran ar at risk of being homeless

¥ Offender who has ever been incarcerated

* Yez T Mo ¥ Operation Iragi Freedom T Yes O Mo
(" ez T Mo » Operation Enduning Freedom | © Wes © Nao

* ‘Yes " Mo ( Mot Disclosed HYRP Grant No:

Served in

Vietnam (In

Country)

Reserve
Time/
Training
Time

Desert
Storm/
Desert
Shield

Operation
Iraqi
Freedom

» Select the Yes or No radio button.
This question is triggered by the start and
release dates.
(This field appears only if the user enters a
military date range between 2/28/1961 and
8/14/1964.)

» Select the Yes or No radio button.
This question is triggered by the start and
release dates.

» Select the Yes or No radio button.
This question is triggered by the start and
release dates.
(This field appears if the user enters a
military date range between 8/2/1990 and
11/15/91.)

» Select the Yes or No radio button.
This question is triggered by the start and
release dates.
(This field appears if the user enters a
military date range between XXXXX and
XXXXXXX.)
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Operation » Select the Yes or No radio button.
Enduring This question is triggered by the start and
Freedom release dates.
(This field appears if the user enters a
military date range between XXXXX and
XXXXXXX.)

Y

“Is your disability service connected?” will not appear unless the Customer
w answered “Yes” to being disabled on the General Information sub tab.

S

o !

\ ™ The job seekers record will now have a flag ===
record designating them a Veteran.

on the Veterans MOSES
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To Add a New Customer the Barriers sub tab

For newly entered customers this is an OPTIONAL tab.

Use the Barriers sub tab on the Full tab to accurately record the things
that impact the Customer’s potential success in training, job search, or
sustained employment.

1. Click the Barriers tab to enter any “barriers to employment” and/or
“eligibility”.

ra‘l Job Seeker Membership (Job, Anita)

S8N: XDOOXX-12341D: 12877345

Basic Full l Educationl ‘wiork, Historyl Eventsl Alertsl l Servicesl Special Programs

General Information ] Iilitary Informatio seistance/Dizazter Relocation ]

Eligibility
[ Below Grade Level [ Lack of Sel-Sufficisncy [~ Disability
[~ DCF Youth [ Lack of Transpartation [ Englizh Language Leamner
[ Displaced Homemaker [ Legal [~ Foster Child
[ DYS Youth [ Limited Basic Educational Skills [ Homeless
[ Financial [ Limited Job Search Skills [~ Low Levels of Literacy
- Health - Dther. [~ Offender/Subject to Justice System
[ Housing S _ [ Probation/Court nvolvernent [ Pregnant/Parenting lssues
[ Labor Market Discriminations Cultural B arrier [ Substance Abuse
i [ Runaway ‘Y'outh
[ Lack of Chidcare/Eldercare [ Underemployed .
. - . . R . [ *outh Nat Attending, but of Compulsary Age
[ Lack of Credentials. Certification, Licensing [ Wwhark History (imited.gaps.hane,ete.) [ ‘Youth Frequiing Additional Assist
[ Lack of Marketable/0 coupational Skills e el Assance

Mate: Barriers should not be unchecked when they are resolved. Instead, a barier note should be added to indicate how the barrier was resolved.
Alzo be aware that checking the Eligibility barriers will affect eligibility.

Expand
ak | Cancel |

Barrier Notes

Eligibility Criteria

Trade Eligibility | Match Criteria

2. The list of Barriers is shown.
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3.

You must enter the reason why each barrier was checked and how
it will be addressed in the Barriers Notes box.

You need to be able to justify the selection of any barrier selected.

- ] LOLUIN S Lorit ') | i Con LAY [ Lot 0 LR Lo | O ) o | Lo IR || i ol SPL A o | L)1) LR
Barrier Notes

If a Barrier iz checked off, an explanation must be included in the Bamier Mates section [here]. Flease enter the date the Mate was created and
thee initialz of the individual who entered the Maote, (Mazs Workforee lssuance 807-77) e
xpan

Do not uncheck or delete the Barrier, if the barrier no longer exists.
This totally erases the barrier from MOSES.

Simply add a sentence in Barrier Notes about how the barrier was
addressed / resolved / canceled.
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To Add a New Customer the Assistance / Disaster Relocation

sub tab

Use the Assistance / Disaster Relocation sub tab on the Full tab to
accurately record information in the Assistance Categories section (see
Appendix C for definitions of these programs), the customers Department
of Housing and Community Development (DHCD) patrticipation id; and / or
Disaster Relocations information.

1. On the Full tab, click the Assistance / Disaster Relocation sub tab to
view this information.

3 Job Secker Membership (Job, Anita) =m| R 5

Job, Anita SSN: XXX-XX-1234 ID: 12877345 F |5

Bazic Ful l Educationl ‘wiark, Historyl E\-'entsl Alerts] l Servicesl Special Programs Survey

Generallnformation] Militarylnfolmation] Bariers | Assistance./Disaster Relocation |

Asziztance Categories

[~ TaFDC %gl’;_%garm " Yes ¢ No [ PRefugee Assistance [ Other Income-B ased Public Asst
[~ EAEDC i [ SMAP [Supplemental Mutrition Assistance] [ Chapter 115 Veteran Benefits
[~ 55l [~ Free/Reduced Price Lunch [ 55DI [ Previous 5501 Recipient [ Ticket to wiork

DHCD Participant |1D

—

Disaster Relocations
Relocation Date  Relocated From Relocation Reason Enter Other Description

Add

i

Trade Eligibility | tatch Criteria oK | Cancel

Eligibility Criteria

2. Fill in the necessary information.

Assistance Categories are programs like a variety of Social Security
93;:’; programs, Chapter 115 Veterans, Youth who qualify for Free or Reduced
\\6;0 Lunch, and other assistance programs.
\% By checking these categories off, it may qualify your customer for different
programs.

ﬁ:’; If the Customer is enrolled in the Department of Housing and Community
\\\f . Development (DHCD) program enter their participation id in the box.
== This id is their registration in the program.
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DHCD Participant 1D

| Department of Housing and Community Development

3. Fill in the necessary information regarding Disaster Relocations.

Disaster Helocations
Relocation Date  Relocated From Relocation Reason

| | =l

Hurricane

Taormada
Widespread Flooding
‘wildfires

Other

Enter Other Description

v_

Add

Delete

If the Customer has moved to Massachusetts from elsewhere that was a

\igf;: disaster area record the information here.

Recent examples are Hurricane Maria (Puerto Rico) and Hurricane Katrina

\% (New Orleans).

This data entry could be part of the program enrollment for these disasters.

MOSES 101 Manual
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To Add a New Customer the Education Tab

The next step is to complete the Education tab.
This information is used to help staff assist the Customer in many aspects
of workforce development programs.

1. Click the Education tab on the Job Seeker Membership window.

¥ Job Seeker Membership (Job, Anita) [ e <=
S5N: XXX XX-1234ID: 12877345
Basicl Full Education lWork Historyl Events] Alertsl l Servicesl Special Programs Survey
Degrees
Institution Degree Majar F Status Start date End date Add

i

State/Mational O ki I Li . Certifications. and Registrations

Type Title Issued By State Date |ssued Exp Date Add

i

Yocational Education and Other Training

Institution Course Title b Status Start Date End D ate Add

i

| Eligibility Criteria ak | Cancel |

Trade Eligibility | Match Criteria

This information helps all staff provide good services. Make sure that you

\\?C: complete this tab.
\ — Entering this information eliminates each staff person having to obtain the
same information from the Customer each time.

*g:,jf; State/National Licenses, Certifications, and Registrations refer to state
\\f . or national professional licenses, not standard motor vehicle licenses.
W= Enter in a Commercial Driver’s License here.
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2. Click the Add button in the Degrees section and complete the

information.

Degrees refers to high schools and colleges/ universities / higher

education.

Y Job Seeker Membership (Job, Anita) = Sl
SEN: XXX -XX-12341D: 12877345

Basic] Full - Education lWork History] Events] Alerts} } Services] Special Programs] Survey
Dearees
Insﬂtutlon Degree b ajor ¥ Statuz Start date End date
I & | &3 oooono] oovoono] |

Delete

State/National O pational Li . Certifications. and Regi
Type Title lssued By State Date |ssued Exp Date

Yocational Education and Other Training
Institution

Course Title b Status Start Date End D ate Add

Trade

Eligibility Match Criteria Eligibility Criteria

Ok | Cancel |

3. Repeat as needed.

Arc

\\,%

qv‘

\\f

N

@r

l‘

\\,

\\

s

3

\\

Q=

@r

l‘

\\,

\\

High school education should be entered if there are no additional degrees
sought by the Customer.

If a Customer did not complete high school, enter the high school name and
it is a good idea to record this, using the Status of Incomplete.
This way, the question only has to be asked once of the Customer.

Certificates that do not lead to a degree should be added in the Vocational
Education and Other Training section.

This is true even if they take the courses for the certificate in a college
setting.

If the Customer is currently pursuing a degree, enter that information, and
choose In Course for the status.

If the Customer stopped pursuing a degree, enter that information, and
choose Incomplete for the status.

The Major field may be used if the course of study is / was relevant to their
work or could lead to employment. But it is not required.
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4. Click the Add button in the State / National Occupational Licenses,

Certifications, and Registrations section and complete the
information.

(al Job Seeker Membership (Job, Anita)

S8N: XXX 1234 1ID: 12877345

Basicl Ful Edusation |W0rk Histor_l,ll E\-'entsl Alertsl | Servicesl Special Programs Survey
_D q
Institution Degree M ajor ¥ Status Start date End date Add

— State/Mational Occupational Licenses. Certifications. and Registrations
|ssued By

Type Title

—¥ocational Education and Other Training

Institution Course Title ¥ Status Start Date End D ate

&dd
Delete
Trade | Eligibility Match Criteria Rur Match Eligibility Criteria Ok I Cancel |

5. Repeat as needed.

Licenses, Certifications, and Registrations refer to state or national
professional licenses, not standard motor vehicle licenses.

Enter in a Commercial Driver’'s License here.

All drivers’ licenses are included in the Job Match, Match Criteria,
Summary area.

=
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6. Click the Add button in the Vocational Education and Other
Training section and complete the information.

‘Y Job Seeker Membership (Job, Anita) =n ol <=
i S8N: XXX -XX-12341ID: 12877345
Basicl Full Education |W’0rk Historyl Eventsl Alertsl | Servicesl Special Programs Survey
~Deg
Ikstitution Degres M ajor ¥ Status Start date End date Add

— State/Mational Occupational Licengzes. Certifications. and Registrations
Type Title lssued By State Date lssued Exp Date Add

Dielete

i

—¥ocational Education and Other Trainil

Inztitution Courze Title ¥ Statuz Start Date End Date
————————— Add
B3| o0/0000 |o0s0000
Delete
Trade | Eligibility Match Criteria Fiun katch Eligibility Criteria QK I Cancel |

7. Repeat as needed.

3
"3‘5: Use this section to record individual courses or non-degree certificates
\;// w pursued at any post-secondary training provider, including colleges.
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To Add a New Customer the Work History Tab

The next step is to complete the Work History tab. This information is
also used to build the Customer’s record.

1. Click the Work History tab on the Job Seeker Membership window.
An Employment History window appears.

ra‘l Job Seeker Membership (Job, Anita) EI@

S8N: XNOUXX-12341D: 12877345

Basic ] Full ] Education

i ventsl Alerts] ] Services] Special Programs Survey

Employment History

Company Mame Job Title: Salary Salary StartDate  End Date
Unit

Add
ED
o |
=

Post Service Employment

Ermployer Mame Job Title Salary Salary  StartDate  End Date
Unit

Trade Eligibility | Match Criteria

| Eligibility Criteria ak Cancel

This information helps all staff provide good services. Make sure that you
complete this tab.

Entering this information eliminates each staff person having to obtain this
information from the Customer each time.

Dﬂ/.

\

Y

If a customer has no work history make sure you enter a Note that they have
no work history. Otherwise other staff will be looking for it.

,,
[}
o

T\.\\

3

The work history should reflect what the customer wants as their work
history.
Remember they can edit it in JobQuest as well.

e
(1Y
o

T\\

For customers downloaded into MOSES from the Department of
Unemployment Assistance, they will have their work history prepopulated
from their Ul information. You may edit this as needed. But not all the fields
will be filled out.

Y

,
0O
o

T\\
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2. Click the Add button.

A Work History Details pop up window appears.

Y Work History Details *
| acttional Beneis |
Company
» hame: | » City: | » State: | M aszachusetts ]
Ernplayer 1D: Emiployer FEIM:
Job Description
3 Dccupaliongl Code: |
» Job Title: | » Start Diate; (00000000 End/Diglocation D ate; |00/00/0000
Other Details
b ain Duties:
» Display to Emplayers? [ Yes L Ma  Salam($l .00 Salary Urit; | | Benefits; | B3|
Fieason For Leaving: | =] HoursMweek: 00
Additional Info Layoff and Petition IDs
MAICS Code: | sic: |
MAICS Sector [ =] Lapoff 1D Federal Petiion Mo Petition Status
MAICS Subsector: | ﬂ | | |
MAICS Ind Group: | B3|
MAICS Industy: | JEd
NAICS US Industry: | =]
‘ ‘ EmployerSearch‘ | Cancel ‘
3. Click on the Employer Search button to find all Company, NAICS,
and Layoff and Petition IDs information,_if it exists in MOSES.
If you cannot find the Employer, leave (click Close) the Employer
Search area and click on the Record Not Available button now
available on the Work History Details box.
Employer >
There were no Employer records found that match your search criteria.
! . Please try again.
oK
Record Not Available
4. Complete the following fields in the Work History Details window.
Also, complete as many of the optional fields as possible.
This makes the Customer ‘s assessment and potential resume more
complete. Start with the most recent employment.
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Field Name

Required Action

Name

>

Type the name of the Customer’s most
recent employer. (The Employer Search
button will be available to search for an
employer name. Employer Search is
covered more fully in Lesson 16, Search for
an Employer.)

An employer search from the Work Experience Details screen searches

)
e
0

City

State

Employer ID

Employer
FEIN

Occupation
al Code

Job Title
Start Date

End Date

»

for all of the regular, Rapid Response, Trade, and/or NDWG locations for

a particular employer. If one employer has two different rapid response
locations, that employer will appear twice (or more) when an employer

search is done from this tab. Make sure you select the correct location.

Type the city where the company is located.

MOSES pre-fills this field with
Massachusetts. Select a different state, if
appropriate.

This is the Identification Number that MOSES
assigns the Employer.

This will pre-fill when you select an Employer
from the Employer Search Screen.

This is the Federal Employer Identification
Number used by the Employer.

This will pre-fill when you select an Employer
from the Employer Search Screen.

Type the eight-digit Occupational Code.

If you do not know the Occupational Code,
you can click the Search button next to this
field to find the code and description. You
can also do a web search for the correct
eight-digit code.

Type the Customer’s most recent Job Title.
Type the Start Date of that job.
Type the End Date of that job.

Leave this field blank if the person is still
employed on this job.
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Field Name

Required

Action

Main Duties

Display to
Employers

Salary

Salary Unit

Benefits

Reason for
Leaving

Hours

NAICS Code

NAICS
Sector

NAICS
Subsector

Type a brief description of the Customer’s
Main Duties. This is the equivalent of what
you would enter on a resume.

Select Yes or No if the Customer does or
does not want this particular job to appear on
the MOSES Internet applications (MassHire
Job Quest) to employers.

Type the Customer’s Salary.

Select the Salary Unit from the dropdown
list.

Select the broad type of Benefits the
Customer received in the job listed.

Select the Reason for Leaving from the
dropdown list.

Enter the usual number of Hours worked per
week in the job listed.

Type the NAICS (North American Industry
Classification System) code, if known. When
the NAICS is entered, the NAICS Sector,
NAICS Subsector, NAICS Ind Group,
NAICS Industry, and NAICS US Industry
fields are populated automatically.

If you don’t know the specific NAICS code,
use the dropdown lists from the above fields
to complete the NAICS Code.

If you select an Employer already listed in
MOSES, the NAICS fields will be completed.
You can also web search the company /
organization for their NAICS code and enter
it in the box.

Select the NAICS Sector from the dropdown
list.

Select the NAICS Subsector from the
dropdown list.
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Field Name Required Action

NAICS Ind » Select the NAICS Ind Group from the
Group dropdown list. The four-digit NAICS code
populates the NAICS field.
If only one choice appears, make sure you

choose it.
NAICS US Select the NAICS US Industry from the
Industry dropdown list. The complete NAICS code

populates the NAICS field.
If only one choice appears, make sure you
choose it.

5. Click the OK button to return to the Work History window.

6. Repeat steps as needed to add other employers.

RS Whenever possible, use the Employer Search button to enter the employer

\\:A information (Name, City, State, ID, FEIN, and all NAICS fields).

\ = This not only saves you time but allows you to attach the official record of
Trade Certified Employers (where applicable).

*:,2’.; When entering an employer that does not exist in the MOSES database,
\\ . click on the Industry Code Search button to search for the proper code.
V== This may save time.

)9'9')

’\WC' If you Google search the employer for their NAICS code online, the internet
\\\5// = search engines will provide the companies NAICS code.

N If you Google search the ONET Occupation code for their job title online, the
\\-\k-% w internet search engines will provide the occupations ONET occupation code.
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Understanding and Resolving Alerts

Overview

The Alerts tab on the Job Seeker Membership window is made up of
four sections:

e The Manual Alerts section displays a list of manually entered Alerts.
You can use this section to enter Alerts that will serve as reminders.
For example, you are waiting for the Customer to provide you with
reference or income information.

e The Special Programs Alerts let Career Center staff know if a referral
from a DOE-funded ABE or ESOL training provider was made.

e The Automatic Alerts section displays a list of MOSES generated
Alerts. For example, the Customer has not provided a real SSN or the
Customer is eligible for Title I.

e The Missing Fields section displays a list of incomplete field
information. For example, the Customer has a Full membership but
the Family Size has not been filled out.

An icon on the Customer’s record designates the type of Alert.

> = Manual Alerts, the lowest priority alert

W

= Automatic Alerts, the second highest priority alert

= = Missing Fields, the highest priority alert

The icons appear on a Customer record in order of priority.

If a Customer has both a Missing Fields and an Automatic Alert, only the
Missing Fields icon will display. When the Missing Fields alert is
corrected, an Automatic Alert icon will take its place if there is one.
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To Resolve Missing Fields Alerts

1. Go tothe Job Seeker Search window and search for a Customer with

the = icon on his/her membership.

(g‘,‘l Job Seeker Search

Type of Search

Search By

(" Job Seeker ID
(™ Last Name

' Social S ecurity Nurnber

Search Criteria: || ..
o
it 1D Advanced Search...
Search Results
SSNH First Mame Lazt Mame Date of Bith  Job Seeker |D Address Clairnart 1D
#0013 lvana [ 22dpplicantLans.Boston | | F  EH ]
Row 1 of 1
Eligibility Trade Edit | Add | Delete | Cloze

=]l E ]
Toenter a new Job Seeker click the Add button. Search for an existing Job
Seeker by selecting a search method, entering the search criteria, and then
clicking the Search button,

2. Open the Customer record by clicking the Edit button, hitting the Enter
key, or double clicking the record to open the Job Seeker
Membership window.
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3. Select the Alerts tab.
Review the information in the Missing Fields section.

In this example, the missing information is located on the Full tab in
the Family Size field.

S
PYaae . @ . . . .
\\f;a Notice that the icon also appears in the banner in the top right-hand
\\;/f’ corner of the membership window. This signifies that there is information
missing from the record.

‘a‘i Job Seeker Membership (Werk, lvana) EI@

S8N: XDOCXX-0013 ID: 12877193

Basic] FuII] Education] work History | Events  Alerts ] Services] Special Programsl Survey

Manual alerts
|zzue Alert Date Resolved Resolution Resolved By

Add

Delete
Special Program Alerts

Description Mert Date  Resolved Resolved Date

|get papemwark lo2/m3/2020 [ | [

Automatic alerts

lssue Alert Fesolved Fesolution  Fesolved By
Date Drate

Missing Fields

T ab Location Field Type -
|Full Membership |Farily Size |Cammon
|Full Membership |E conomically Disadvantaged |Cammon v

Trade Eligibility | Match Criteria oK | Cancel

Eligibility Criteria

Y

o Notice that the Alerts tab is “red” if there are any unresolved Alerts.

&\ !
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4. Click the Full tab.

5. Fillin the missing information as needed.

Y Job Seeker Membership (Werk, lvana)

Werk, Ivana SSN:

JOOCXX-0013 ID: 12877193

Basic Full | Educationl Wk, Historyl Eventsl Alertsl | Servicesl Special Plogramsl Survey
| Baniersl Assistance.-"DisasterHelocation|
— Additional Information i~ Educati T
v - - i - [F s * In School: €%
Emplo}led.lNot Employed > | Immigrant: | Yes {7 Nao  Vos - In Altermative Schadl
Dizability Mo
 Disability: |+ Yes ¢ No ¢ Mot Disclosed o
y I & - Comment: * Highest Degree: | -
Tone: [~ Maobility | Mental [ Heaing [ Vision [ Cognitive
o [~ Leaming Disahility [ Chronic Health Condition
— Work Search Yerification Claimant ID ——
Frimary Language: | B3| D ate Verified:
Language Details: I Werified By
) r+ Migrant Status
Dislocated Warker I_ ) Seasonal Farm ‘Warker, Mon Migrant Long-Term
Summer Youth [ () Migrant Farm Worker Unemployed Il
Permanently Separated (HITG]: [~ Last Modified: [00/00/0000 ) Migrant Food Processar 27+ weeks)
—E ically Disadvant. d Career Objective / Summary
‘iewable to Employers on the Intemet [JobQuest] © Yes © No
¥ Familp Size: I

Trade |

Eligibility | Match Criteria

Run katch Eligibility Criteria Cancel

o |
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Click the OK button and save changes.
This returns you to the Job Seeker Search Results window.

The = icon has been removed and no longer appears on the

Customer record.

3 Job Seeker Membership (Werk, lvana)
SSN:

Basic | FuIIl Educationl ok, Historyl Eventsl .&Iertsl |

JOOC-XX-0013 ID: 12877193

Services | Special Programs |

— General Information

¥ First Mame:  Jwana iddle [ritial: |_
F Last Mame: erk. b Sew IEhose hot ko answ VI
¥ Date of Birth: ID'I /0141985 2l b Milikary: Yes * Mo

Release Information?: ez Mo ¥ Otker Eligible I T es [ Mo

Residence Address |

Address

¥ Address: |22A|3|3Iicant Lane

» Courtry: |United States of America

oz

L

¥ Ethnicity Hispanic or Lating * Yes " No

b State:

» City: [Boston

| Massachusetts hd I

[~ Enterpiise [ Empowerment

[~ Renewal

[~ Address Mot Available

» Race W white ¥ Black or African &merican
[ Azian [ American Indian or Alaskan Native
[~ Other [~ Hawaiian Native or Other Pacific |slander
[ Infarmation Mat Available
IS
Program Mame Apply Program Status Histaory
|y
[Pragram Eligitity (| -] =
|Career Planning I | ~ EI
v

[~ Maiing &ddress different

Canfidential | ¥es Mo HITG Confidential | T ez (- No

— Contact

Frimary Phone: |[ ] -

Email: |

Other Phone: || ] -

| =1

Web Address: |

[ Prefers Emails

—Special A odations

¥ Worked in agriculture or food processing in I " es 0 Na Career Center | |

the last 12 morths?

Trade |

Eligibility | Match Criteria | Run Match | Eligibility Eriterial 0k I

Cancel

=

place.

Or if there are no Missing Field alerts or Automatic Alerts, a Manual Alert

icon may appear.
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To Resolve Automatic Alerts

1. Search for and open a Customer with the

i

icon on his/her
membership.

2. Click the Alerts tab.

In this example, the Customer is economically disadvantaged and may
be eligible for any one of several programs.

3 Job Seeker Membership (Werk, Ivana)
‘Werk, Ivana

S8N: XOCXX-0013 ID: 12877193

Basicl FuIII Educationl wiork History | Events  Alerts I Servicesl Special Ploglamsl Survey
— Manual alerts
lzsue Alert Date Resolved Resolution Resolved By
&dd
|oet papenwork 2/03/2020 [ | |

Delete |

— Special Program Alerts
Description

Alet Date Resolved Resolved Date

— Aub tic alerts
lzsue

Alert Resolved Resolution
Date Date

Resolved By

[0k seeker is Ecanomically Disadvantaged. Map be eligible for WOTC. Tifle | or Other Servic [03/25/2020 [ [ |

— Missing Fields
Tab Location Field Type
Trade | Eligibility | atch Criteria | Fiun Match | Eligibility Criteria | 0K I Cancel |

3. After speaking with the customer about these programs, the alert can

be resolved.
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4. Click the Resolved check box. Your name and resolution date now
appear in the Resolution Date and Resolved By boxes.

r&l Job Seeker Membership (Werk, lvana) EI
‘Werk, Ivana SSN: XO0O0XX-0013 ID: 12877193
Basicl FuIIl Educationl ‘wiork History | Ewents  Alerts | Sewicesl Special Programsl Survey
— Manual alerts
lzsLe Alert Date  Resolved Resolution Resolved By add
|get paperwork p2/03/2020 | |

Delete |
— Special Program Alerts

Description Mert Date  Resolved Resolved Date

—Automatic alerts

lzsue Alert Fesolved Resolution  Resolved By
D ate D ate

lJob zeeker iz Economically Dizadwantaged. May be eligible for WOTC, Title | or Other Servic |03.-"25.-"2D2D I’ |03.-"25.-"2D2D |TD’-\F|T

— Missing Fields
Tab Location Field Type

Trade | Eligibility | atch Criteria | Fiun tdatch | Eligibility Eriterial 0K I Cancel

5. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Search Results window.

i

The icon has been removed.

ﬁg,'fc' Automatic Alerts examples are:
\\(;g The Customer has turned 18 years old make sure to register him for
N\ == Selective Service; The Customer has had no service in 45 days; The
customer may be economically disadvantaged and eligible for ..... .
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To Resolve Manual Alerts

1. Search for and open a Customer with the % icon on his/her
membership. This is a manually entered alert.

2. Click the Alerts tab for information on the Manual Alert.

For this example, assume that you understand the problem and have
resolved it.

ra‘l Job Seeker Membership (Werk, lvana) El@
SSN: XXX XX-0013ID: 12877193
Basic] Fulll Education ] ‘wiork History | Events  Alerts ] Services] Special Programs] Survey
Manual alerts
lzsue Alett Date Resolved Resolution Resolved By
Add
|oet papenvork lnz/o3zz020 [ | [

Delete
Special Program Alerts

Description AMert Date Resolved Resolved Date

Automatic alerts

lzsue Alert Resolved Resolution  Resolved By
Date D ate

Mob zeeker is Economically Dizadvantaged. May be eligible for w0 TC Tite | or Other Servic [03/25/2020 [v |03/25/2020 [TCaRT

Missing Fields
Tab Location Field Tupe

Trade Eligibility | Match Criteria Eligibility Criteria | u] | Cancel

3. Select the Resolved check box.

Your name and resolution date now appear in the Resolution and
Resolved By boxes.

4. Click the OK button and Yes button to save changes.
This returns you to the Job Seeker Search Results window.

The # icon has been removed.
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To Create a Manual Alert

1. Select a Customer to use. Click the Edit button to return to the Job
Seeker Membership window.

2. Click the Alerts tab to open the Alerts window.

Y Job Seeker Membership (Werk, Ivana) = ==
S5N: XXX-XX-0013ID: 12877193
Basicl FuIIl Education | ‘wiork Hiztony | Event: ! | Servicesl Special Programsl Survey
—Manual alerts
lzzue Alert Date Resolved Resolution Resolved By
Add

— Special Program Alerts

Description AMert Date Resolved Resolved Date

—Automatic alerts

lzsue Alert Resolved Resolution  Resolved By
Date Da

te
IJob seeker is Economically Disadvantaged. May be eligible for WOTC,Title | or Other Servic [03/25/2020 [ |03.-"25.-"2D2D |TEAF|T

— Missing Fields
Tab Location Field Tupe

Trade | Eligibility Match Criteria Fiun Match Eligibiliy Criteria ok Cancel
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3. Click the Add button in the Manual Alerts section.
A blank row with today’s date is displayed.

¥ Job Seeker Membership (Werk, lvana) = e =
S8N: XX-XX-00131ID: 12877193
Basicl FuIIl Educationl otk History | Events  &lerts | Servicesl Special F'rogramsl Survey
—Manual alerts
lssue Alert Date Fesolved Resolution Resolved By
| |z/2s2020 el [ | |

Add
Delete |

—Special Prog Alerts

Description AMert Date  Resolved Resolved Date
— Aub tic alerts
lzzue Alert  Resolved Resolution  Resolved By
Date D ate

|.J0h seeker iz Economically Dizadvantaged. May be eligible for WOTC.Title | or Other Servic |D3.-"25.-"2D2D v Iﬁzsmzu |TCAHT

— Missing Fields

Tab Location Field Tupe

(] 8 I Cancel

Fiun katch | Eligibility Criteria

Trade | Eligibility | Match Criteria

4. Type a reminder or comment about the Customer in the Issue box,
for example, “Waiting for income information.”

5. Click the Calendar €] icon. A dropdown calendar appears.

SMITWITFS

123456
78 910111213
1415 16 1718 19 20
21 22 23 245 26 27
28 29 30 31

OK | Cancel |

6. Select an Alert Date, for example, one week from today, and click the

OK button.

3
PYaae
\\(;a You may also type the date into the alert date field.
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7. Click the OK button and Yes button to save changes.

8. Click the Edit button and click the Alerts tab to return to the Alerts
window.

The manual alert that you added appears in the Manual Alerts
section.

The #€ icon will reappear, beginning on the Alert date, indicating that
there is a Manual Alert. If you use today's date, the alert will appear
immediately after the membership is saved.

(al Job Seeker Membership (Werk, lvana) El@
S8N: X3XO-XX-0013 ID: 12877193
Basic] Fulll Educationl ‘wiork History | Events  Alerts l Servicesl Special Programsl Survey
Manual alerts
lzsue Alert Date Resolved Resolution Resolved By
Add
|Obtain income verification [03/25/2020 2l [T | [

Delete
Special Program Alerts

Description AMert Date  Resolved Resolved Date

Automatic alerts

lssue Alet Resolved Resolution  Resolved By
Diate D ate

Mob seeker is Economically Disadvantaged. May be eligible for WOTC. Tite | or Other Servic [03/25/2020 v |03/25/2020 |[TCART

Miszing Fields
Tab Location Field Type

Trade Eligibility Match Criteria Eligibility Criteria oK | Cancel
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Notes for a Customer

Overview

You can add Notes to a Customer record.

Whenever possible, Notes should answer the Who, What, When, Where,
Why, and How questions.

e \Who: Notes should address whether the contact was with the
Customer him/herself, or a training vendor, or other individual .

e What: Notes should describe the event or occurrence that you are
documenting. / involved party.

e \When: Notes should address the date in which the contact or event
you are documenting occurred.

e Where: As applicable, Notes should include the location of the
meeting or event that you are documenting.

e Why: As applicable, Notes should describe why the Customer is
being contacted, or it should be implicitly obvious to the reader why
the Note is being included.

e How: Notes should address whether the contact was in person, via
telephone, by e-mail, social media, or another method.

The notes are easy to add, edit or view.

Staff will know that a note has been added because the Notes button
turns bold and blue.
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To Add a Note to a Job Seeker Membership Record

1. Open the Job Seeker Membership window for the Customer.

(a‘| Job Seeker Membership (Lemonjello, Frank) EI@

Lemonjello, Frank SSN: XOOX-XX-0002 ID: 12877197

Basic l Fulll Educationl whork, History] Eventsl Alertsl Career Flan/Youth 155 l Services] Special F‘rograms] Survey
G ; I Inf ti . N Residence Address l l
» First Mame:  [Frank Middle |nitial: |— L
¥ Lagt Mame:  |Lemonjello ¥ Sew |Male JEd | ¥ Address: [19 Cool'whip Circle
¥ Date of Bith: |01/01/1930 el b Miltary: [ Yes & Mo [
Release Information?: [ Yes ¢ Mo »OtherEligible [ € Yes & No » Courtry: [United States of America |
» (=8 - » City:

¥ Ethnicity Hizpanic or Lating * Yes © Mo 2 01364 Ciy: |Orange
» Race W wihite [¥' Black or African American > SE= [flassachtsells =l

[ Asian [ American Indian or &laskan Native [ Enterprize [~ Empowerment [ Renewal

[ Other [ Hawaiian Mative or Other Pacific |slander - — -

[ Information Nat &vailable [ Address Mot Available [ Mailing Address different

Confidertial | ) Ves @ No  HITG Confidential: [ Yes ¢ No

Prog Last Reportable Service Date: 03/25/2020
~ | Contact
Program Mame Apply Program Status Histary Primary Phone: [[413]781-2345  Email: [flemanjello@arnail. com
Wob Match W |Info. Complete - On >l E Other Phore: [ 1 - [ ~1
IProgram Eligibity r -] E web Address: v linkedin com/limeiello/sizolad [ Prefers Emails
|Career Planning v |Enrolled >l E

| Special Accommodations

¥ Worked in agriculture or food processing in | £ Yes & Na Career Center ‘

the last 12 months?

Trade Eligibility | Match Criteria

2. Click the Notes button on the right of the top bar of the Job Seeker
Membership window.

If the Customer record contains a note; the Notes button will be bold
and blue. MOSES displays the Job Seeker Notes window with a list
of existing notes, if any.

(] 8 | Cancel |

Fiun Match | Eligibility Criteria

D Job Seeker Notes X
Job Seeker Notes
Created Date  User D Confidential  Motes

TCART

Expand All Motes Edit Add | akK | Cancel

MOSES 101 Manual May 2020

93



3. Click on the Add button, MOSES displays the Job Seeker Notes

Detailed window.

‘a'i Job Seeker Notes Detail
Job Seeker Motes

Staff ID: MOSESTO2

Created Date [03/25/2020 e| Confidential [~

on:

03/25/2020

Motes

oK

Cancel

9@2 The Notes box holds 5,000 characters. Basically, two single lined pieces of
\\\f;o paper.
==

W=
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4. Type your note into the Notes text box.

ra{ lob Seeker Motes Detail =
Job Seeker Motes
Staff 1D [TCART Created Date |03/03/2020 Confidential [] Last Modified By TCART on:  03/03/2020

Motes  [Met with Frank. Mr. Lemanjello worked at “Weetabix and was recently laid off. Az a long term Cereal Maker he is looking for new career options.

oK ‘ Cancel

5. Select the Confidential check box, if you want to limit access to
viewing the note.

}3;; When you select the Confidential box, only those with specific access
;O privileges may read confidential notes, as determined by management.

V== Some career centers may give access to the author and the Security

Administrator only.

Other career centers may give access to one or more Managers at the

Center.

You can always read your own confidential notes.

}:;,3'2 Note the Staff Id, Created Date, Last Modified By, and the On: date.

\\ . The Staff Id is the MOSES staff id who originally entered the note.

\@_t:% The Created Date will reflect the day that this note was originally entered
into MOSES.

The Last Modified By field will show the staff member id, if the Note content
has been modified or updated.

The On field will state when the Note content was last updated / modified.
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6. Click the OK button to return to the Job Seeker Notes window. The
note is displayed on your view only. Itis not saved to the MOSES
database.

7. Click the OK button and the Yes button to save changes.

(a| Job Seeker Membership (Lemonjello, Frank) o || B &8

E(&l Job Seeker Notes >

—Job Seeker Notes

Created Date  User ID Confidential Maotes

Alert X

—~
@ Are you sure you want to save changes?
L © 4

Yes Mo Cancel

Expand Al Notesl Edit | Add | Delete | Ok I Cancel |

Trade | Eligibility | Match Criteria | Run Match | Eligibility Criteria | Ok I Cancel
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8. MOSES will ask you “Would you like to Add a service now?”
If you click on the No button, the Note will be saved.

If you click on the Yes button, MOSES will save the Note and take you
to the General Services Details screen, so you can enter a General

Service.

Job Seeker Motes

Q| General Services Detail X

Services Provided

b Service Date: [03/25/2020 |  Last Update Diate: [00/00,/0000

¥ Career Center: | Southbridge Career Center _>| ¥ Staff ID: [MOSES102 x| Hows: | 0=

Desciription:
¥ Categony: NIRNE =] r service Detai | 3|
Mate: Blue/Bold Service Details are Federal/0SCCAR Reportable Services oK | e ‘
Employment and Faollow-Up Services are additionally reported on OSCCAR
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NOTES Guidelines / Best Practices for Writing Notes

*g;,jf; Notes should be spelled correctly. Reminder, you can write your Notes in
\\f Word, spellcheck and then copy and paste them into NOTES.
="

e Do not abbreviate words or programs.

; If you abbreviate the program / agency / subject, then make sure that it is
== initially spelled out then abbreviated going forward.
Words / shorthand should never be used.

}g;,jf: It is strongly recommended that Emails should not be copied and pasted.

\\ . Rather the preferred method is that the email should be summarized with the
\9&;% pertinent applicable information mentioned.

}3,;'; Notes may only be backdated 30 days.

3

\‘\.5// -

}:;j; Under the Freedom of Information act, MOSES and NOTES are considered

public records. Customers and/or other interested parties can request
V= copies of these records.
Requests should be in writing and sent to the main office for processing.

) Notes should tell the entire story.
v

*’;,jf; Notes should be Factual, Observable, and / or Quotable.

}g,;'; Notes should be Relevant to the work we do.

Employment and employment barrier resolution work.

R Notes should be clear and concisely written.

,*’,’3’2 Notes should NOT contain opinions, judgments or here say.
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All Notes must be documented in MOSES in a timely basis

Notes can demonstrate that quality / substantial services were provided.

The purpose of Notes is to supplement information entered in MOSES, the
Career Plan, and other places

Notes entries should reflect the overall goal of helping the Customers to
become employed and self-sufficient.

Notes should not include hearsay or information not received directly from
the Customer; unless you are recording what, you accept to be factual
information from a vendor, and are quoting the source of information.

Record all appropriate status and/or outcome data and information garnered
from Customer contact in a timely manner using Notes for documentation.

Notes should reflect Customer needs.

Notes should be written in English. If needed, it can be additionally written in
another language as well.

Notes should reflect the provision of direct assistance for; training, and job
search assistance leading to re-employment.

Notes should not reflect biases.

Don’t include all information the Customer may discuss, unless it directly
impacts on his/her ability to stay employed and/or complete training.
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}G“;j; The Notes, in addition to the MOSES Career Plan need to reflect the

. provision of these services to enable a succinct picture of the delivery of
V= these services.
}:;3’; Make sure Notes entries into MOSES reflect the overall goal of helping the
\\ . person to be employed and self-sufficient.
=
}3,;'; Do not include your opinions about Customer actions and behavior.
3
\‘\.;‘// )
*g,j; The goal is to both provide quality services and effective documentation of
\ . these services
*g;,jf; If the follow-up is not documented in Notes, then it gives the appearance that
\\ the OSCC staff might not have followed-up with the Customers.
\\\.)% )
9;’,':; Notes should follow your local office standard practices / requirements /

regulations.
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To Print a Note

1. Open the Job Seeker Membership window for the Customer.
Notice that the Notes button is bold and blue.

(a'| Job Seeker Membership (Lemonjello, Frank)
Lemonjello, Frank

Basic | Fulll Educationl whork Historyl Eventsl Alertsl Career Plan/v'outh IS5 | Servicesl Special F‘rogramsl

-0002 ID: 12877197

[ Information Nat Available

[~ Hawaiian Mative or Other Pacific 1zlander

Survey
| Ge | Informat ] - Fesidence Address | |
¥ First Mame:  |Frank Middle Iritial: |_ .
¥ Last Name: |Lem0nie||0 b Sew: |Male | b Addiess |19 Coal Whip Circle
¥ Date of Birth: |D1HU1."’1880 el ¥ hdilitary: |E Yes @ No |
Release Infarmation?: | € Wes (" Wo  #Other Eligible I TYes 1 No ¥ Country: |United States of America x|
3 i - * City:
% Ethnicity Hispanic or Latino * Yes " Na sz |D1 34 Ll |Dlange
+ Race ¥ wihite [v Black or African American > Stoter  [Massachuseti =
[~ Asian [~ American Indian ar Alaskan Mative [ Enterpise [ Empowement [ Renewal
[~ Other

[~ Address Not Available [ Mailing &ddress different

Programs — Last Reportable Service Date: 03/25/2020

Confidential: |Etes ®MNo HITG Confidential |i Yes (- No

» |~ Contact

Program Mame Apply Program Status Histary Frimary Phone: |[41 A7E-2345 Email |f|em0niello@gmail.com

Hob Match ¥ |Info. Complete - On =1 EI Other Phone:[[ 7 - I =
IProgram El'g'?'l't}' r =] EI ‘web Address: juwlink edin. com/limeiello/sisolas [~ Prefers Emails
IEareer Flanning Icd |Enmlled >l _I = == o

v p
¥ ‘worked in agriculture or food processing in I " ez ¢ Mo Career Center | |
the last 12 months?

Trade |

E ligibsility | Match Criteria | Fun Match | Eligibility Eriterial 0k I

Cancel |

2. Click the Notes button on the right of the top bar of the Job Seeker
Membership window to review existing notes or to add a new note.

f:ﬂ Job Seeker Motes

X
Job Seeker Motes
Created Date User D Canfidential
1 Y attel é :
|03/03/2020  [TCART N h Frank. Mr. Lemonjello worked at ‘Weetabix and was recently laid off, 43 alon
Expand &l Motes Edit Add Delete | oK I Cancel
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3. Click the Expand All Notes button.

E=pand All Hotes

Q‘| Massachusetts One Stop Employment System x

Applicant Motes for. Lemaonjello,Frank SEN: eee-0002 Ag of: 3/25/2020

Created Date User |D Notes
|03/25/2020 |MOSES102 |Met with Mr. Lemoniello today. He attended last weeks job fair and said he had a few callsfrom employers

|03/03/2020 [TCART et with Frank. Mr. Lemonjella warked at Weetabix and was recently laid off. Az a long term Cereal Maker he iz looking for
new career options,

Wiew Motes in Waord ak

4. Click on the View Notes in Word button.

The Applicant Notes pop-up box appears and asks if you want to
include confidential notes.

You can always see your own confidential notes.

You must have security clearances to view confidential notes written

by other staff.

The default is No, which will not export any confidential notes. Choose

Yes if you want to export confidential notes to Word.

‘E{ Applicant Motes *
Include Confidential Hotes

" Yes

&+ Mo

(1] Cancel
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5. Click the OK button.

This process exports the notes from the MOSES database into a Word
document, using a Tables format.

Generate Job Seeker Details

Connecting to Microzoft 'word Server

- !
Cancel

Page 1 of 1
Applicant Notes
Name.; Lemonjello,Frank
Applicant ID: 12877197
+|Date Printed ; 03/25/2020
Created Created Notes Confidential

Date By
03/25/2020 MOSES102 | Met with Mr. Lemonjello today. He attended last weeks job fair and said
he had a few callsfrom employers.
03/03/2020 TCART Met with Frank. Mr. Lemonjello worked at Weetabix and was recently laid,
off. As along term Cereal Maker he is looking for new career options.

6. Print the document, using standard methods for printing at your Career
Center.

7. Word calls this Document 1

You can make any changes you want, but this only saves it in the
Word document, not the MOSES database.

It's a better idea to make the changes in MOSES and re-export the
notes from MOSES each time you want to print them.

8. Close Word to get back to MOSES.

If you think you will be printing more, simply click on the MOSES
button on the Status bar.

iﬂﬁlalll“ g @ X E @ |J (3] Esplaring - Train th...”WMicmsoﬂ Word. .. mMassachusetts Dn...l ||<EJEQN 22 E] mE2aM
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To Print Notes from Outside the Expand All Notes Screen

1. Bring up the Job Seeker Search screen.

2. Highlight the Customer that interest you.

(G!'I Job Seeker Search EI@

Type of Search
Search By To enter a new Job Seeker click the Add button. Search for an existing Job
& Job Sesker I Seeker by selecting a search method. entering the search criteria, and then
0b 2BEKEl clicking the Search button.

(™ Last Name: L
" Social Security Number Search Criteria | Search
 Camant D Advanced Search

Search Results

SSMH First Mame Last Mame Date of Bith  Job Seeker ID Address Claimant 1D

[frHtH-HE-0005 [Aiden |Callie |01/02/1988 [12877208 19 Staniford Street, Boston |
[frtH-HH-1234 [Arita Hob [01/01/1990 [12877345  [123 Applicant Way, Boston |
|

F
F
[t4- #0001 |Samm_l,l |Lechat /0141990 [12877196 |25 Literbox Lane Drange 'l'p
[#gnm0002Frank [ Lemorielo_|01/01/1330 |1 E e _
HEH-HH-0013 |lvana etk ‘I.-"D‘I /1985 [12877193 |22 Appllcant Lane Boston F

Fow 4 of b
Eligibility | | atch Criteria | Run Match | Trade | Edit | Add | Delete | Cloze

3. Click on the Job Seeker option on the Main Menu bar.

Q‘,‘l Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor
File JobSeeker Employer Training Events Program Reports Feedback Administration GoTe Window Help

CavE HACEQ v | Wo
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4. Click View Notes.

f:!.| Massachusetts One Stop Employment System - User Acceptance - AWS  Staff [D: MOSES102  Career Center: Southbridge Career Center Career Cen

HHH-HH-0013

[ 9 Co
Ilvana I%"erk IU‘I 01415985 I‘I 2877193 |22 Applicant Lane, Boston |

File = Job Seeker Employer Training Events Program Reports Feedback Administration Go To  Window Help
Job Seeker Services ) | AB | H @ |
Documents » EI
Correspondence >
View Notes — To enter a new Job Seeker click the Add button. Search for an existing Job
Scannin Seeker by selecting a search method, entering the search criteria, and then
9 clicking the Search button.
Job Bank Browse Search Criteria: | Search |
Barcode Card
arcode tar Advanced Search... |
DTA Clock File
Caseload Management
S5MNH First Mame Last Mame Date of Bith  Job Seeker 1D Address Claimant 1D
Fittti-tttt-DDDE iden Caoliie 01/02/1988 |12877208 |19 Staniford Street, Boston &t EFE
nita ob 01/01/1990 12877345 123 Applicant ' ay. Boston F
S amimy Lechat 01/01/1930 12877196 |25 Litterbox Lane, Orange 'l'p
& h
F

Row 4 of 5
owse More |

Eligibility

Eligibility Criteria

tatch Criteria

Run Match Trade | E dit I Add | Delete | Cloze

&

If the Customer record you selected has no notes entered, you will receive
the following pop-up message.
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5. Click on the View Confidential Notes check box at the bottom of the
screen, if you want to include confidential notes.

If you do not have the security rights to view any confidential note in
MOSES, the phrase will read: View My Confidential Notes.

8 "a{ Massachusetts One Stop Employment Systemn X
1'¢M Created Created Caze Mo Maotes Descrption
Date By
[/, [ 03252020 MOSES102 ket with Mr. Lerorjello today. He attended last weeks job fair and zaid he had
1 a few callz from employers.
2 [ 03/03/2020 TCART bt with Frank. i Lemonjello worked at Weetabis and was recently laid off.

Az a long term Cereal Maker he is looking for new career options.

| [ View Confidential Notes : :
[ [ Select All Notes “iew Selected Motes inword Cloze
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An example with Confidential notes selected

The key icon = indicates which notes are confidential, if any.

ra| Massachusetts One Stop Employment Systemn

Wi Created Created Caze Mo
Date By

Motes Description

1 [ 03/25/2020 MOSES102
2% [ 0317/2020 MOSES102

3 [ 03/03/2020 TCART

v View Confidential Notes
[ Select All Hotes

bdet with M. Lemonjello today. He attended last week s job fair and zaid he had

a few callz from emplopers.

Frark zaid he had a really great Saint Patricks day.  He spent the day at an irish

pub.

bet with Frank. br. Lemonjello worked at Weetabix and was recently laid off.
Az along term Cereal Maker he iz looking for new career options.

Wiew Selected Notes in Waord

Cloze
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6. Pick which notes you want to view in Word by checking off the
checkbox next to each note.

A check in the check box tells MOSES you want to include that note
when exporting to Word.

You can select all the notes by clicking on the Select All Notes check
box at the bottom of the screen.

You may unclick any notes you don’t want to export to Word.

b ‘a{ Massachusetts One Stop Employment System *
/M Created Created Caze Mo Motes Descrption
Date By

Il [v 03/25/2020 MOSES102 b et with kr. Lemonjello today. He attended last weeks job fair and said he had
| a few calls from emplovers.

2 -3 v 03A17/2020 MOSES10Z2 Frank zaid he had a really areat Saint Paticks day.  He spent the day at an irish

pub.

| 3 [ 03/03/2020 TCART bt with Frank. k. Lemonjello worked at “Weetabit and was recently laid off.

Az along term Cereal Maker he is looking for new career options.

| ¥ View Confidential Notes . =
L I Select All Hotes Yiew Selected Mates in word Claze
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7.

8.

\

Click on the View Selected Notes in Word button.
You must select at least one note.

This process exports the notes from the MOSES database into a Word
document, using a Table format.

Applicant Notes Details

Connecting to Microsoft Word Server

Page 1 of 1
Applicant / Case Management Notes
Name: LemonjelloErank
Applicant ID: 12877197
Date printed: 03/26/2020
4
Created Date | Created By Notes Confidential Case Number
03/25/2020 MOSES102 Met with Mr. Lemonjello today. He NO

attended last weeks job fair and said he
had a few calls from employers.

03172020 MOSES102 Frank said he had a really great Saint YES
Patricks day. He spent the day at an
irish pub.

Print the document, using standard methods for printing at your Career
Center.

Word calls this Document #

You can make any changes you want, but this only saves it in the
Word document, not the MOSES database.

It's a better idea to make the changes in MOSES and re-export the
notes from MOSES each time you want to print them.

corrections in Word based on the spell check tool, remember you need to
copy and paste this back into MOSES. Changes made in Word are not
automatically imported into MOSES.

\m}’}: Word has a better spelling and grammar check than MOSES. If you make
="
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10.Close Word to get back to MOSES.

If you think you will be printing more, simply click on the MOSES
button on the Status bar and leave Word open.

iﬂSlaﬂ”J ﬁ @ e @ ﬂ;‘ |J [ Exploring - Train th---“[ﬁyhlit:n:nmﬂ Word mMassachusetts Dn...l ||<EJEBQN 24 2] mE2aM
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Record Delivery of General, Testing, and
Administrative Services

Overview

This section deals with General and Administrative services that you
record manually on the General, Testing, and Administrative sub tabs of
the Services tab on the Job Seeker Membership window.

General services include services such as job search, labor market
assistance, counseling, career planning, follow-up, outcomes, and
enhancements. These General Services refer to intensive / individualized
services; services needed to help a Customer become job ready; and
services provided to support program activities. They can be administered
either in person, over the phone, by technology (email) or social media but
have the element of direct contact / interaction with the customer. A more
detailed explanation of each is in Appendix C.

Testing services include giving or recording results of tests for reading,
math, and career choices / interest inventories and the data entry of the
results in MOSES. The names of all the tests are listed, with their
acronyms. A more detailed explanation of each is in Appendix C.

Administrative services can be added manually or added by MOSES
automatically. Most of these include activities surrounding membership
services and activities, feedback, and activities surrounding loss of
contact. A more detailed explanation of each is in Appendix C.

Many of the services posted to the Administrative sub tab are
automatically posted services. For example, when you complete the job
matching criteria for a Customer, a service will automatically post a
service to the Administrative sub tab. Another example is when the
customer logs into their JobQuest account, MOSES will post a service that
they log into JobQuest (INETSELF).

An example of a manually posted Administrative service would be staff
manually posting that a Customer has picked up his/her membership card
or that attempts to contact the Customer did not result in a positive
contact.
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To Record a General Service for a Customer

1. Open the Job Seeker Membership window for the Customer.

(a‘l Job Seeker Membership (Job, Anita)
S8N: XXX 234 1D: 12877345

Basic | FuIIl Educationl whark, Histor_l,ll Eventsl Alertsl | Servicesl Special Programsl Survey

— General Information Fesidence Address | |

¥ First Mame: F«nita kiddle [ritial: |_

- Address
¥ Last Mame: pob F Sew INonblnar_l,l vl ¥ Addess: [123 Applicant Way
¥ Diate of Birth: |D1£D‘Ia"1990 2 ¥ Milibary: Yes * No |

Release |nformation?: ez { Mo »Other Eligible I T Yes O Na » Country: |[United States of America -~
3 In: - F City:
* Ethnicity Hispanic or Lating & Yes © Mo 2z o114 fer Becon
» Race W wWiite ¥ Black, or African American b Slate: IMassachusetts =
[ Asian [~ American Indian or Alaskan Native [ Enterprise [ Empowerment [ Renewal
[~ Other [~ Hawaiian Native or Other Pacific |slander
[ Address Mot Available [ Maiing Address different

[ Information Nat Available

Confidential: ez MNo HITG Eonfidential:li Yes £ No

Programs
~ | Contact
Program Mame Apply Program Status Histary Frimary Phone: |[B1 F1626-3530  Email: |aiob@gmail.com
=] Other Phone: [[781)447-1236 | |
[Frogiam E | =] = ‘wieb Address: [www linkedin comd/7Ers7/sk 9 1s/0 [ Prefers Emails
|Career Planning [l k3 EI - o
S |rSp | Acco dat

¥ worked in agriculture or food processing in I “es ™ No  Career Cenlml |

the last 12 months?

Trade | Eligibility | Match Criteria | Rur katch | EIigibiIityEriterial 0k I Cancel |

2. Click the Services tab on the Job Seeker Membership window for the
Customer.

Q}' Job Seeker Membership (Job, Anita)
Job, Anita SSN: X0 1234 ID: 12877345

Basic | Full | E ducation | ‘wiork, History | Events | Alertsl Services | Special Programs Survey

Emplo}lmentl Administrativel Testingl Course.-"Ac:ti\-'ityl “Y'outh Goalsl

~Services
Service Staff 1D Categony Service Detail Career Center Hours Add
Date

E dit

Delete

Fietention

HIAG

More I

Trade | Eligibility datch Criteria | Fun Match | Eligibility Criteria | ak I Cancel

MOSES 101 Manual May 2020 112




3. Click the Add button on the General tab. MOSES displays the
General Services Detailed window.

fal General Services Detail e

Services Provided
b Service Date: [03/26/2020 @]  Last Update Date: [00/00/0000
» Career Center: |Sauthbridge Career Center ~| » StaffID: [MOSES102 vl Hours: | 0=

Diescription:

¥ Categony: = | * Service Detail | =]

Aszzessment A

Career Planning

Counzeling

Note: Blug/Bold Sery Education Rewards Loan Program Bhle Services ’Tl Cancel ‘
Emplayrnent ar Follow-up (including wI0A Tite 1] orted on 0SCCAR

Job Development

Job Search

JSJR Initial Azzessment

J5JR Retumed to DTA/E it Reasor

Orientation

Outcomes / Enhancements Row 1 of 1

Skills Remediation v

4. Type information into the following fields on the General Services
Detailed window:

Field Name Required Action

Service Date 4 MOSES pre-fills this field with the current
date. This date may be backdated based on
your backdating rights. Standard back dating
rights are 60 days.

Last Update MOSES pre-fills this field.

Date

Career Center 4 MOSES pre-fills this field with your Career
Center.

Staff ID 4 MOSES pre-fills this field with your Staff ID.

Change this to the Staff ID of the person who
delivered the actual service if you are only
entering this data.

Hours 4 MOSES pre-fills this field based on the
Service Category and the Service Detailed
selected.

Staff can manually increase or decrease this
number as appropriate.
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Field Name

Required

Action

Description

Category

Service Detailed

A

»x‘\\ nv

P
- T

A1

»x‘\\ nv

MOSES 101 Manual

Type a description of the service provided.
(Optional.) This box holds 500 characters.

If you do not enter anything into the
Description box, a NOTE should be entered to
explain the services rendered.

Select the Service Category from the
dropdown list. Use the scroll bar to view the
entire list.

A more detailed
explanation of each
Category is in

Appendix C.

Assessment Skills Remediation
Career Planning Status Update
Counseling Supportive Services
Education Rewards Referral

Loan Program Supportive Services
Follow-Up (including Training — Completed
WIA Title I) Training — Did Not
Job Development Complete

Job Search Training — Entered
Orientation Ul Issue

Outcomes / Vouchers
Enhancements

Select the specific service from the dropdown
list. The selections will vary, depending upon
which Category you have selected.

A list of all Service Details for each Category and their definition is
provided in the Appendix C.

The Category and Service Detail you select depends on your role,
responsibilities, the programs, and the office you work in.
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5.

Click the OK button to return to the General sub tab. This action only
posts the new service on you view of the General sub tab. This does
not actually save the service to the Customer record in the MOSES
database.

Click the OK button and the Yes button to save changes and exit this
record. This returns you to the Job Seeker Search window.

¢

Job, Anita SSN: XXX-XX-1234 ID: 12877345 F

Basic l Fulll Educationl whork Historyl Eventsl Alertsl l Servicesl Special Programsl SUWG‘}
General Information Residence Address l l
¥ First Mame: F«nita Middle Initial: |—
- Address
¥ Last Mame: ﬂob F Sex Monbinary x b Address: [123 Applicant 'Way
¥ Diate of Birth: |01./0141990 2l b Miltany: | Yes ¢ No [
Releasze nformation? [ Yes © Mo ¥ Other Eligible | T Yes {* Mo » Country: | Urited States of Smerica I
» Zip [02114- » City: [Boston

Job Seeker Membership (Job, Anita) o] o]

¥ Ethnicity Hizpanic or Lating & Yes ¢ No

b State: Massachusetts hd

+ Race [V wihite [V Black or African American
[ Asian [ American Indian or Alaskan Mative [~ Enterprise [ Empowerment [ Renewal
[ Other [ Hawaiian Native or Other Pacific |slander

[ Address Mot Available [ Mailing Address different

Confidentiat [ es T/ Mo HITG Confidential: [ € Yes © No

~ |~ Contact

[ Information Not Available
Programs — Last Reportable Service Date: 0342642020

Program Mame Apply Program Status History Frirary Phone: [[517)626-3530  Email: |ajobi@grnail com
SNk Other Phone: [[781)447-1235 | ]
‘wieb Address: s linkedin com/7Ers7/sk 3 1s/0 [ Prefers Emails
[Career Planning | E3 E - -
i Special Accommodations

¥ Worked in agriculture or food processing in | ¢ Yes % No  Career Center

the last 12 months?

Trade Eligibility | Match Criteria

ak | Cancel

| Eligibility Criteria

|

£
N

%.
|

An alternate way to save the service to the MOSES database is to click on

the Save =l (diskette) icon.
This does not bring up the pop-up box asking you if you want to save, it just

saves it.
You are brought back to the first tab in that Customer record. For Job

Seekers, this is the Basic tab.
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To Record a General Service after Entering a Note

1. Open the Job Seeker Membership window for the Customer.

3] Job Secker Membership (Werk, vana) =N E=R|

Werk, Ivana SSN: XXX-XX-0013 ID: 12877193
Basic | Full | Education | ‘wark Histary | Events | Alerts | | Servicesl Special Programs | Survey
_’El.anelal Irr[nrmalinn ] o Residence &ddress | |
First Mame: IIvana Middle Initial: I_ ey
¥ Last Name: I‘Werk b Sex |Ehose hot o answ_ | b Address: |22J0bsearc:h Blvd
» Dale of Birth: [01/01/1585 el ¥ Mitarr [T Yes @ Na I
Felease Information? [T Yes ¢ Mo Other Elighle [T Yes @ Na ¥ County: [United States of America =]

» (=8 - ¥ City:
¥ Ethnicity Hizpanic or Lating * ez  No e 2110 Cy |Hety

+ Race W white [v Black or African Americarn v State [Massachusetis 3|

[ Asian [ American Indian or Slaskan Native [ Enteiprise [ Empowerment [ Renewal
[~ Other [ Hawaiian Mative or Other Pacific Islander - — -
I~ Information Not Available [~ Address Mot &vailable [~ Mailing Address different
P Confidential: I %es LNo HITG Confidential I T es [ Mo
~ | Contact
Program M ame Apply Program Status History Frimary Phone: |[ ] - Email:l
=) Other Phone: |[ ] - | |
|Prog|am El'g'?”'t-"' r I jv = ‘web Address: | [ Prefers Emails
|Career Flanning [l k3| EI —_— —
v p
» worked in agiculture or food processing inlf"' ‘ez (¢ No Career Center l
the last 12 manths?

ak I Cancel

Run katch | Eligibility Criteria

Trade Eligibility | Match Criteria

2. Click on the Notes button.

Maotes
3. Add a new note.
rb‘l Job Seeker Membership (Werk, vana) o (= ’E
Hr&l Job Seeker Notes x
-~ Joh Seeker Motes
Created Date User D Confidential - Motes

Expand All Motes Edit Add Delete | oK I Cancel
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ra-| Job Seeker Notes Detail
Job Seeker Nates

Staff ID: [MOSES102 Created Date [07/01/2025  &| Confidential [ o 0342642020

Motes  flvana “Werk was recently laid off and iz zeeking a position a2 a web developeq

oK | Cancel

|

o

This space holds 5,000 characters. Two single lined pieces of paper.
= You can copy and paste in this box from other sources.

\
h

4. Post the note to your desktop by clicking the OK button.

Alert >

| Are you sure you want to save changes?

Yes Mo Cancel

5. Click the Yes button to save the note.
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6. Click the Yes button to add a General Service.

Job Seeker Motes

@ Would you like to add a service now ¥

Yes

]

7. Select the Category and corresponding Service Detail you would like
in the General Services Detailed screen.

Appendix C has a complete list of these if you need more information.

atch | Eligibility Cril

Job Development

Job Search

JEJR Initisl nenik
—_— J5JR Returned to DTA/E it Reasor

Orientation

Outcomes / Enhancements
Skill: Remediation

Q| General Services Detail >
— Services Provided
* Service Date: 53325.”2020 & Last Update Date: |DD.:’DD.”DDDD
» Career Center: | Southbridge Career Center =l » StaffID: [MOSES102 x| Howrs: | 0=
Description:
* Category: | = | ¥Semvice Detail:l 3|
Mate: Blue/Bold Service Dietail: are Federal/05CCAR Reportable Services oK | Eeriee] |
Employment and Follow-Up Services are additionally reported on 05CCAR
Q| General Services Detail X
— Services Provided
» Service Date: |DS.:"2B.=’2D2D & Last Update Date: |DD.:"DD.=’DDDD
» Career Center: | Southbridge Career Center x| ¥ StaffID: [MOSES102 | Hours: | 0=
Drescription:
¥ LCategory: - | ¥ Service Detail:l 3|
Aszzessment ~
Career Planning
Counzeling
Mote: Blue/Bold Sery Education Rewards Loan Program Bble S ervices oK I Cancel |
Employment ar Follow-up [including ‘w104 Title 1) orted on OSCCAR
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8. Click the OK button to post this service.
Your desktop display will be the Basic tab of the job seeker record.

3 Job Seeker Membership (Werk, lvana)
‘Werk, Ivana

SSN: XXN-XX-0013 I»: 12877193

P,
F

Basic |Fu||| Educationl wiork, Historyl Eventsl .&Iertsl | Sewicesl Special Programsl Survey
— General Information Residence Address | |
¥ First Mame: |Ivana Fiddle [ritial |_
Address
P Last Mame:  fwerk » Sex | Chose not to answ_v | ¥ Address |22 Jobssarch Bivd
¥ Date of Birth: |D1 /0111985 el ¥ Milicary: Yes * Mo |
Releaze Information’?: Yes ¢ Mo »Other Eligible I T Yes v No » Country: [Urited States of America -]
3 i -  Ciby:
¥ Ethnicity Hispanic or Lating © Yes  No e o210 By Bty
» Race W White V¥ Black or African American b Stale: [Massachuselts =l
[ Asian [~ American Indian or Alaskan Native [7 Enterpiize [ Empowerment [ Renewal
[ Other [ Hawaiian Mative or Other Pacific |slander - — -
[ Information Mot Available [~ Address Mot Available [~ Maiing &ddress different
Canfidential I ¥es (Mo HITG Confidentiak | T Yes T Mo

- ~ |~ Contact
Frogram Mame Apply Program Status History Frimary Phone: |[ ] - Email: |
= Other Phone: [ ] - | |
[Program Eligibiity | =] &= Wieb Address: | [~ Prefers Emails
|Eareer Planning - | &3 EI . =
e |7 Special A odations
¥ Warked in agriculture or food pracessing in I  Yes ¢ No Career Center | |
the last 12 months?
Trade | Eligibility | Match Criteria Fun katch | Eligibility Criteria oK I Cancel |

Save your record by clicking the OK button and saying Yes to the pop-
up box to confirm the save

9.

L Alert

Are you sure you want to save changes?

Cancel

Alternately, you can also save by clicking on the Save Icon (H) or by

clicking on the Refresh Icon (¢'). This keeps you on the Basic tab of the
record.

&
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To Record a Testing Service for a Customer

Testing services include giving tests for reading, math, and career
choices and recording the results.
The names of all the tests are listed, with their acronyms.

1. Openthe Job Seeker Membership to the Services, Testing sub tab

for the Customer.

(al lob Seeker Membership (Werk, lvana) EI@
SEN: XXX-XX-0013 ID: 12877193
Basic | Ful| Education | Work History | Everts | alerts | Services ISDEc\aI Programs Survey
General] Employmemt] Administrative T esting l Coursef’Activily] Youth Goals]
Services
Service Stalf ID Category Service Detal Career Center Hours Uszed for  Post Add
Date Eligibility  Test

Trade Eligibility | Match Criteria ‘ | Eligibility Criteria

Ok Cancel |

2. Click the Add button on the Testing tab.
MOSES displays the Testing Services Detail window.

(a'i Testing Services Detall

Services Provided

¥ Service Date: [13/26/2020 €]  Last Update Date: [00/00/0000

Test Results

b Career Center: | Southbridge Career Center _+| ' Staff ID: [MOSES102 _* | Hours: | 0=
MADDEAJSDOL Assessment | © ez & Mo
Description:

¥ Category: | _*| ¥ Service Detail: | k3|

Form: Lewvel: x| Scale Score: |0 Score/Grade Level: 0.0 TestMo | = TestDate: [03/26/2020 g

Source: | =| Resuls |
Occupation: |
Test Language : | English _» | Educational Functioning Level:
Mote: Blue/Bold Service Details are Federal/0SCLAR Repartable Services ok | Canel
Emplayment and Follow-Up Services are additionally reported on OSCCAR
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3. Complete the information about the testing service provided.

Field Name Required

Action

Service Date

Last Update
Date

Career Center

Staff ID

Hours

MADOE /
USDOL
Assessment

Description

MOSES 101 Manual

4

MOSES pre-fills this field with the current
date.

This date may be backdated for up to your
standard back dating rights. (Standard
back dating rights are 60 days.)

MOSES pre-fills this field.

MOSES pre-fills this field with your Career
Center.

MOSES pre-fills this field with your Staff ID.
Change this to the Staff ID of the person
who delivered the actual service if you are
only entering this data.

MOSES pre-fills this field based on the
Category and the Service Detail selected.
Staff can manually increase or decrease
this number as appropriate.

Click the Yes button if this is a Test of Adult
Basic Education (TABE), (REEP), or Basic
English Skills Test (BEST).

This limits the Service Category to five
options: ABE Math, ABE Reading, ABE
Writing, ESOL Reading & Writing (REEP),
or ESOL Speaking & Listening (BEST).
Click the No button if this is a career
assessment, interest inventory,
occupational test or a non-MADOE/USDOL
reading, math or other educational
assessment.

Type a description of the service provided.
Information entered here appears on the
Career Planning, Assessment sub tab.

It may be helpful to enter the score here as
well as in the Level/Score field.

Testing scores (depending on the test)
should be entered or duplicated in this box.

May 2020 121



Field Name

Required

Action

Category

Service Detailed

Form

Level

MOSES 101 Manual

Select the Service Category from the
dropdown list.

The list will change based upon how you
answer the MADOE/USDOL question.
(Yes or No).

Use the scroll bar to view the entire list.

Yes

ABE Math

ABE Reading

ABE Writing

ESOL Reading

ESOL Speaking & Listening
ESOL Writing

No

Career Information Systems

Career/Interest Inventories or Assessments
English Test for Speakers of Other Languages
GED / HiISET (General Equivalency Diploma)
History Test

Math Test

Occupation Testing

Occupational Certification / License

Other Test

Reading Test

Science Test

WorkKeys Exam

Select the specific service from the
dropdown list.

The list will change based upon how you
answer the MADOE/USDOL question.
(Yes or No).

The selections will vary, depending upon
which Category you have selected.

Use the scroll bar to view the entire list.

For TABE test results, enter the Form of
the test given:

For TABE test results, enter the Level of
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Field Name

Action

Scale Score

Score/Grade
Level

Test no.

Test Date

Source

Results

Occupation

Test Language

Use this test
score for
eligibility

MOSES 101 Manual

the test given:
Advanced, Difficult, Easy, or Medium

For TABE test results, enter the Scale
score here.

Enter the score or grade level equivalent
the Customer received on this test. (If
applicable.)

Enter which test this was.

You may enter up to eleven different
administrations of this test.

This accounts for pre- and post-tests, as
well as interim tests.

Enter the date the test was given.

This date may be backdated for up to your
back-dating rights.

(Standard back dating rights are 60 days.)

Choose the source that provided the testing
results.

Enter results from tests that do not
measure in numbers, but use letters.

Such as the Holland Code (A = Artistic, C =
Conventional, E = Enterprising, | =
Investigative, R = Realistic, S = Social).

Enter the occupations that apply to the
testing service, if applicable.

Indicate the language of the test, if other
than English.

One test score may be brought forward for
Eligibility Criteria for each of these types
of tests: Reading Level, Math Level, and/or
ESL Level
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4. Click the OK button to return to the Testing sub tab.

This action only posts the new service on your desktop display.

This does not actually save the service to the Customer record in the

MOSES database.

(a| Testing Services Detail

— Services P

¥ Service Date: |1 2/25/2025 | LastUpdate Date: |DD.-"DD.-"DDDD

P Career Center: |Southbridge Career Center

x| ™ Staff ID: [MOSES102

MADOEAISDOL Assessment |i° es [ No

> |Houws: | 20-H

Description;  |TABE form 7 level Difficult. Scale Score 685 Grade Level 108 EFL: High Adult Secondary Education
P Category: |ABE Reading _¥| ™ Service Detail | TABE Reading |
— Test Result:
Form: [T Level [Difficul | Scale Score: [585 ScoredGrade Level 108 TestNo. 1 = TestDate: [12/22/2025 &
Source: | Career Center Administered x| Resuls |
Occupation: |

Test Language : | English

_v | Educational Functioning Level: High Adult Secondary Education

Mote: Blue/Bold Service Details are Federal/0SCCAR Reportable Services
Employment and Follow-Up Services are additionally reported on O5CCAR

Co |

Cancel

5. Click the OK button and the Yes button to save changes and exit this

record.

This saves the service and returns you to the Job Seeker Search

window.

Y Job Seeker Membership (Werk, Ivana)
‘Werk, Ivana SSN:

JOOK-XX-0013 ID: 12877193

Basic | Fulll Educat\onl whork, Histary | Events | Alerts | Services | Special F‘rogramsl

[o ]2 )

Survey
Genarall Employmentl Administrative  Testing | CoursafActivityl Yauth Gnalsl
- Services h
Staff ID Categary Service Detail Career Center Hours Used for Post Add
Eligihility  Test

Service
D

Edit
Delete

Row 1 of 1
Trade | Eligibility tdatch Criteria Run Match Eligibility Criteria | oK I Cancel
MOSES 101 Manual May 2020
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|

An alternate way to save the service to the MOSES database is to click on

the Save (diskette) (=l icon.

This does not bring up the pop-up box asking you if you want to save, but
just saves it.

MOSES then brings you back to the first tab in that Customer record. For
Customers, this is the Basic tab.

A
a«/,ﬁ/.a
&1 4

0

x
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To Record an Administrative Service for a Customer

1. Open the Job Seeker record of the Customer.

2. Click the Administrative sub tab on the Services tab.

‘:H Job Seeker Membership (Job, Anita) EI
S8N: XXX XX 12341ID: 12877345
Basicl FuIIl Educationl Wk Historyl Eventsl Alertsl Semvices I Special Programs Survey
General | Employment  Administrative | Testing | Course/betivity | Youth Goals |
—Services
Service Staff 1D Categomny Service Detail Fielated Event Add
Date
|03/26/2020 |MOSES102 Hob Seeker Membership |Record Update | Edi |
Job Seeker Membership Full Membership - Complete

01/01/2020 |TCART ob Seeker Membership B azic Membership - Complete Delete |

Archived |

Row 2 of 3 More |

ok I Cancel

Fun Match | Eligibility Criteria

Trade | Eligibility | Match Criteria

3. Click the Add button on the Administrative sub tab. MOSES displays
the Administrative Services Detailed window.

QY Administrative Services Detail X
— Services P

¥ Service Date: |03.-’2E£2EI2D Q Last Update Date: |UD£UEI!DDDD

» Career Certer: |Southbridge Career Center x| ¥ StaffID: [MOSES1O2 >
D escription:

» Categony: | x| ¥ Service Detait | JEa|

Mate: Blue/Bold Service Details are Federal/DSCCAR Repartable Services oK I Bl

Employment and Follow-Up Services are additionally reparted on DSCCAR
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(a'i Administrative Services Detail

Services Provided

» Service Date: [03/26/2020  g| Last Update Date: 004000000

» Career Center: |Southbridge Career Center

x| ¥ StaffID: [MOSES102 B3|

Degcription:

* Categony:

_»| ¥ Service Detail | 3|

Feedback

Activity Scheduling
Contact

Contact Followup

Job Seeker Membership
Membership Card

Mote: Blue/Baold Ser
Emplayrent and

Ok | Cancel ‘

[

4. Type information into the
Services Detail window:

Field Name Required

Service Date »

Last Update

Date

Career >
Center

Staff ID »
Description

Category »

MOSES 101 Manual

following fields on the Administrative

Action

MOSES pre-fills this field with the current
date.

This date may be backdated for up to
your back-dating rights. (Standard back
dating rights are 60 days.)

MOSES pre-fills this field.
MOSES pre-fills this field with the Career
Center that appears on the banner line.

MOSES pre-fills this field with your Staff
ID.

Type a description of the service
provided. (Or enter in Notes.)

Select the Service Category from the
dropdown list:
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Field Name Required Action

Feedback

Activity Scheduling
Contact

Contact Follow up

Job Seeker Membership
Membership Card

Service » Select the specific service from the
Detailed dropdown list.
The selections will vary, depending upon
which Category you have selected.

”i

A list of all Service Details for each Category is provided in the
— Appendix C of this manual.

./«

5. Click the OK button to return to the Administrative tab window.

This completes the procedure to record an Administrative Customer
service.

6. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Search window.

7. Click the Close button to return to the MOSES main menu window.

”i

An alternate way to save the service to the MOSES database is to
j

M

Ll
click on the Save (diskette) === icon. This does not bring up the
pop-up box asking you if you want to save, it just saves it. You are
brought back to the first tab in that Customer record. For Customers,
this is the Basic tab.
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Common Data Entry / Practice Used in Administrative
Services

1. Open the Job Seeker record for the Customer.

2. Click the Administrative sub tab on the Services tab.

3 Job Secker Membership (Job, Anita) f=e] =
S8N: XXX -XX-12341D: 12877345
Basicl FuIIl Educationl wiork, Histor_l,ll Eventsl Alertsl Services | Special Programs Survey
Generall Employment  Administrative | Testingl Course#.ﬁ.ctivityl Youth Goalsl
~ Services
Service Staff 1D Category Service Detail Felated Event Add
8]

E dit

|01/ /2020 [TCART Hob Seeker Membership |Basic Membership - Complete | Delete

Archived

g

Row 1 of 3 More |

ak I Cancel

Fiun Match | Eligibility Criteria

Trade | Eligibility | Match Criteria

3. Click the Add button on the Administrative sub tab.
You get the Administrative Services Detail window.

ral Administrative Services Detail e
— Services Provided
¥ Service Date: |03£283’2DZD &| Last Update Date: IDDIDDJDDDD
P Career Center: |Southbridge Caresr Center x| ¥ StaffID: [MOSES1O2 |
Description:
F  Categony: | | ¥ Service Detail | ]
Mote: Blue/Bold Service Detailz are Federal/05CCAR Reportable Services oK I Eeree] |
Employment and Follow-Up Services are additionally reported on 0SCCAR
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4. Select Contact as the Category.

1 s

'tﬂ Administrative Services Detail s

Services Provided

¥ Service Date: [03/26/2020  g| Last Update Date: [00/00/0000

b Career Center: |Southbridge Career Certer _>| * StaffID: [MOSES102 B3|
Description:
b Categary: Cartact _w| * Service Detail -l
Feedback

Activity Scheduling

Mote: Blue/Bold Servi Cantact Followup ak. | Cancel ‘
Employment ang

Job Seeker Membership
Membership Card ‘ |

)

Contact is used to record unsuccessful attempts to communicate with
the customer.

That means NO interaction, communication or interface was attained /
achieved or provided to the job seeker.

‘.\ )

)

A
3
it

Another way of recording this service would be to enter it into Notes.
You can use either data entry process. Notes or Administrative
Services — Contact.

One should be recorded, but you are not required to use BOTH,
unless it is your offices standard practice to do so.

K/.
|

5. Select the Service Detail that is appropriate.

P
’\\@:“‘; A list and definitions of the Service Detail drop menu may be found in
\ﬁ% = Appendix C.

(a'i Administrative Services Detail *

Services Provided

P Service Date: |03/26/2020 & Last Update Date: |00/00/0000

» Career Center: |Southbridge Career Center _»| ¥ StaffID: [MOSES102 B3|
D escription:
* Categon: | Contact _*| ¥ Service Detail hd
In Person

Job Seeker Mo Longer At Phone Mumber
Job Seeker Mot &vailable

Mote: Blue/Bold Service Details are Federal/05CCAR Reportable Services Left Message Cancel
Employment and Follow-Up Services are additionally reported on OSCCAR Letter

Mo Anzwer/Mo Maching/ Phone Busy
Offered Veteran Services

Phone Contact

FPhone Mumber Changed/Mat In Service
Unable To Contact

Via Email / Social Media
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6. Click the OK button to save changes.

7. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Search window.

r

(a'| Job Seeker Search EI@
Type of Search
Search By To enter a new Job Seeker click the &dd button. Search for an existing Job
&+ Job Seeker ID Seeker by selecting a search method, entering the search criteria, and then

clicking the Search button.
" Last Mame

" Social Security Humber Search Criteria: | Search
by
Flamant [0 Advanced Search...

Search Results

S5MH First Marme Last Mame [rate of Birth  Job Seeker ID Address Claimant [0
[#H-H4-0005 [diden |Ccllie [01/02/19358 [12877208 19 Staniford Street, Boston | [
- Aria |Jeb  |mi/iAag0 I ic: stan _&
HHH-HH-0001 |Sammy Lechat 01/01/1350 12877196 |25 Litterbox Lane, Orange F©
HHH-H1-0002 [Frank Lemonjello 01/01/1930 12877197 |19 Cool Whip Circle. Orange % E@
HHH-HH-0013 [lvana erk 01/01/1985  [12877192 |22 Jobsearch Blvd, Bostan EF

Row 2 of 5
Eligibility Trade | Edit | Add | Drelete | Cloze

S An alternate way to save the service to the MOSES database is to
\\\\,;sﬂ"' - =

click on the Save (diskette) === icon. This does not bring up the
pop-up box asking you if you want to save, it just saves it. You are
brought back to the first tab in that Customer record. For Customers,
this is the Basic tab.
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JobQuest and Administrative Services /| MOSES

JobQuest is MOSES online. Itis a portal for customers to manager their
MOSES account, do active job search and other activities.

The Administrative Services tab is also where most JobQuest
interactions are recorded.

As customers log in and out of JobQuest these activities are tracked on
the Administrative tab.

Any JobQuest change to the record on the Basic, Full, Education and/ or
Work History are documented here.

Enrollment in the Job Matching program in JobQuest is also traced here,
as well as online usage of TORQ in JobQuest.

The Executive Office of Labor and Workforce Development (EOLWD)

FAMASSHIRE JobQuest

Login / Register

P 8

Home Find Jobs Locate Training Search Events My JobQuest Help

Employers i
Home
Job Seeker Login
Find JObS @ Total Job Openings: 121,143 SSN or Job Seeker ID
~
Keywords Job Title Location d
’—L | ’— ‘ ’— ‘ Passwori
St L e

Quick Tip: Use Keywords for Fastest Search Forgot Your Password?

Search

‘
More Search Options
Registering with JobQuest |ets
you post your resume online
and save your job search
Dept of Unemployment e
Assistance is Hiring

Kickstart your Future at a
MassHire Career Center

N Register Now
Job Servige
Representatives JobQuest Guide

30 Openings - Apply Now
Other Helpful Links ...
MassHire Career Centers

< Previous Mext > Visit a MassHire Career Center for
additional Job Search Assistance.

more information

" " . . " - B i MassCareers Job Opportunities
MassHire Career Center Resources See the NEW "mobile friendly" specialized job sites. o e e nimt 15 state and
Find Fvents and Warkshons MassHire JohQuest ather nubli tor johs.
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1. Open the Job Seeker record of the Customer.

7 Job Seeker Membership (Test, Surly) =R =R
Test, Surly SSN: XXX-XX-4641 ID: 11565705

Basic | FuIII Educ:ationl ‘whork, Historyl Eventsl Alertsl I Servicesl Special F'rogramsl Survey
— General Information Residence Address | I

¥ First Mame: |Sur|}I Middle Iritial: |_

Address

¥ Last Name: ITBSt b Sew IMaIe =l ¥ Address: [19 Staniford Street

» Date of Birth: |D1 A/1982 el » Military: |i Yes  (* Mo |

Releaze Infarmation?: ez Mo ¥ Other Eligible |i Yez % No b Country:  |United States of America ~|

» Zip - ¥ City:

¥ Ethnicity Hispanic or Lating { ‘Yes & No = lot77e Ay Budlc,

» Race [ white [] Black or African American boState: IMassachusetts jv

[ Asian [] American Indian or &laskan Native [ Enterpiise [ Empowerment [~ Renewal
[] Other [ Hawaiian M ative or Other Pacific |slander - — -
™ Irformation Nat Available [~ Address Mot Available I M‘.ﬁl|lng.AddlESS different
Programs — Last Reportable Service Date: 02/14/2018 —————— Canfidential: I ®7Ves ONo HITG Confidentiak e 2 e
» | Contact

Program Mame Apply Program Status Histony Primary Phone: EDB]?81 0617 Email: |surIyT@gmaiI.com

: =] Other Phone: [[517]781-0508 | ]

Frogiam Ehg'?'ht}' v [Info. Comlete - i =] = wieb Addiess: Jwww Linkedin.com/27siko/82-sks [ Prefers Emails

|Career Planning 1 =] EI “Special A dati

v P
¥ Worked in agriculture or food processing in I  es O No Career Center | |
the last 12 months?

Trade | Eligibility | Match Criteria | Fun Match | Eligibility Criteria | Ok I Cancel

2. Click the Administrative sub tab on the Services tab.

Y Job Seeker Membership (Test, Surly) == E=H

Test, Surly SSN: XXX-XX-4641 ID: 11565705

Basic | Full | E ducation | ‘wiork, History | Events | Alertsl Services | Special Programs Survey

Generall Employment  Administrative |Testing| Eoursex’Activityl Yauth Goalsl
— Services

Service Staff 1D Category Service Detail Fielated Event - add
Diate

|07113/2018 |INETSELF Hob Seeker Membership |Spstem Log On |
|07H2/2018 |INETSELF Hob Seeker Membership |address Change |
071272018 |INETSELF Hob S eeker Memberzhip |System Log On |
071142018 |INETSELF Hob S eeker Memberzhip |System Log On |
|07A10/2018 |INETSELF Hob Seeker Membership |Spstem Log On |
|07/09/2018 [IMETSELF Hob S eeker Memberzhip [Match Criteria - Complete On |
|07/09/2018 |INETSELF Hob S eeker Memberzhip [Match Criteria - Incomplete |
|
|
I
|
|
I

Edit

Delete

Archived

HIG

|07/09/2018 [INETSELF Hob Seeker Membership |Match Criteria - Complete-off
|07/09/2018 [INETSELF Hob S eeker Membership |TORQ Usage

|07/09/2018 |INETSELF Hob S eeker Memberzhip [System Log On
|07/05/2018 |INETSELF Hob Seeker Membership |TORQ Usage

|07/05/2018 |INETSELF Hob Seeker Membership |TORQ Usage

|07/05/2018 [INETSELF Hob S eeker Memberzhip [Spstem Log On

Row 1 of 729 More Iv
Trade | Eligibility Match Criteria Run Match Eligibility Criteria | u] | Cancel
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Common Administrative Services

Job Quest Transactions

5
NREE

‘\\.;.1%/

INETSELF is the staff ID associated with JobQuest interactions.
IMETSELF |

Example of a transaction data entry with a Customer Logging in to JobQuest
IMETSELF loh Seeker Membership [System Log O

Example of a transaction data entry with a Customer updating their record
[METSELF Uob 5eeker Membership l&ddress Change

Example of a transaction data entry with a Customer doing the Job Match
process (Smart Match) in JobQuest

IMETSELF Uob Seeker Membership M atch Criteria - Complete On |
IMETSELF Uob Seeker Membership [t atch Criteria - Incomplete |
IMETSELF Uob Seeker Membership b atch Criteria - Comnplete-off |

Example of a transaction data entry with a Customer doing TORQ in
JobQuest
IMETSELF lob Seeker Membership [TORG Uzage
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Search for, Sign Up, and View a Job
Seeker Event

Overview

There are many types of Job Seeker Events, for example, job fairs,
resume workshops, networking workshops, and Career Center Seminars.
Events are often held on-site at the career centers, are normally
scheduled in advance, and are often led by career center staff.

You can search for a specific Job Seeker event, view a list of all events,
view the schedule of the events, and add a Job Seeker for a scheduled
event.

There are a number of methods to sign up a Job Seeker for an event,
depending on the situation:

e Future, scheduled event - Events, Event Scheduling must be used.
This is covered in this section.

e Past, scheduled event where a Job Seeker neglected to pre-register -
Events, Event Scheduling must be used to add a participant and to
record his/her participation. Only staff with the proper security level
can record “yes” or “no” to participation.

e Not on the schedule, i.e., a group of Job Seekers attended an event
that was delivered at the last minute - Use Events, Mass Entry to
record the attendance of all of the participants at the same time. Mass
Entry is not covered in this manual.

e Not on the schedule, i.e., a Job Seeker attended an event that was
delivered at the last minute - Use the Events tab on the Job Seeker
Registration to record attendance.
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To Search for an Event by a Specific Date, Week, or
Month

There are a number of different ways to search for a scheduled event,
depending on the job seeker’s needs.

For example, you can:
e Search for a specific event

e Search for all events at a specific career center

e Search for a specific event at any career center

Regardless of your search criteria, each of the methods also allows you to
view event details and event participation list.

}g,gi To view a list of all events that a specific job seeker has registered to attend,
\\ A go to the Job Seeker Membership, and select the Events tab, Current
V== Events sub tab.

1. Click Events on the MOSES main menu bar and select Event
Scheduling.

Q‘l Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor
File JobSeeker Employer Training Events Program Reports Feedback Administration GoTo  Window Help
(&) Event Maintenance > i @
Mass Entry ¥
Event Scheduling
CC5/Orientation Scheduling
,?:;,j';_' The Job Seeker Scheduled Events window appears. MOSES defaults to
\\f . Job Seeker events at your career center.
\@_t:% Remember this when you want to view Employer Scheduled Events.

MOSES 101 Manual May 2020 136



2. Ensure that the Job Seeker radio button in the Search Criteria

section is selected.

MOSES defaults to a list of all events for today’s date for Job Seekers.

Q Job Seeker Scheduled Events
Event Schedule

Event Mame Location

Participants Edit

= o =S
April > Eozn =

SMTWTFS
1234

Career Center

Schedule  Schedule Participants/

56 7 89101
1213 14151817 18
1920 2122232425
2627 282930

Search Criteria
Job Seeker/Employer:

& JobSeeker ¢ Emplayer
Career Center:

Mortharnpton Affiliate Care_v

Events:

2

Selected Date
Show Selected Week
Shaow Selected Month

Row 1 of 2

| Add Event Schedules

Delete | Clase |

3. Search can be based on one or more of the following criteria:

Career Center

Events

Selected Date

Show Selected
Week

Show Selected
Month

MOSES 101 Manual

Select a Career Center from the dropdown list.
MOSES will display events for only that career center.
Or, choose the empty row from the top of the
dropdown list to display the events for all of the career
centers.

(The default career center is the one associated with
your Staff ID.)

Select an Event name from the dropdown list to
display only sessions of the selected event scheduled
for the time period.

Or, choose the empty row from the top of the
dropdown list to display all events for the time period.

Click the Selected Date button to display events for
the date shown on the calendar, based on the career
center and/or event name chosen.

Click the Show Selected Week to display events for
the week shown on the calendar, based on the career
center and/or event name chosen.

Click the Show Selected Month button to display

events for the month shown on the calendar, based
on the career center and/or event name chosen.
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4. MOSES displays a list of scheduled events that meet your Search

Criteria on the Event Schedule panel on the left.

Q Job Seeker Scheduled Events
Event Schedule

Event Mame Location Career Center Schedule  Schedule Participants
Date Time Openings
Emily Dickinson Room | Morthampton &ffiiate Card 041

|t oumt Greylock Compu [Morthampton Affiiate Care (0441372020 [01:00 PH [0/25 =3 Pl
|Calvin Coolidge Classro [Morthampton Affiliate Care [04,/14/2020 [09:00 &4 [0/25
|Calvin Coolidge Classro [Morthampton Affiliate Care [04,/14/2020 [01:00 PM [0/25
|Pioneer Y alley T echnic. [Morthampton Affiliate Care [04,/15/2020 [09:00 &4 [0/25
|t onadnock Trail Board [Morthampton Affiliate Care [04,/15/2020 [01:00 PM [0/25 Pl
| aurtt Greylock Compu [N arthampton Afiiate Care [04/16/2020 [09:00 &M [0/25
|Erily Dickinson Room  [Northampton Affilate Care[04/16/2020 [01:00 PM [0/25 =3 1|

|Microsoft tword

|Interview Skills

|Resume Overview

Mob Search Strategies
[eterans Orientation
|Linkedin Overview

P10 Information 5 ession

[o ] E s
dpil 2020 =
SMTWTFS

12 3 4

56 78910M
1213 14fi51817 18
1920 212223 24 25
26 27 282930

Search Criteria

Microsoft word 1 [Fiones: Walley T echric, Northampton Affliate Care [04/17/2020 [05.00 &6 [0/25 B| || YobSeekerEmploper
* Job Seeker © Employer
Career Center:
Morthampton Affiliate Care_*
Events:
=
Selected Date
Show Selected Week
Show Selected Month
Row 1 of 9
Participants | E dit | Add Event Schedules | Delete Cloze
N To see who is signed up to attend an event, click the Participants button on
N\
\“_% = the Job Seeker Scheduled Events window.
W C H ;
NS Change the selected date, week, or month by using the calendar in the
\
\%/ o upper right-hand corner before you click on the appropriate button.

5. Click the Close button to return to the MOSES main menu window.

N
=

not assigned to that office.

N
=

to meet those requirements to attend.
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has prerequisites required to attend that course. Participants are expected
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To Add a Job Seeker to a Future, Scheduled Event

1. Click Events on the MOSES main menu bar and select Event
Scheduling. The Job Seeker Scheduled Events window appears.

Q‘l Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor
File JobSeeker Employer Training Events Program Reports Feedback Administration GoTo  Window Help

[ & Event Maintenance > Ml

Mass Entry ¥
Event Scheduling
CC5/Orientation Scheduling

2. Ensure that the Job Seeker radio button in the Search Criteria is

clicked.

Q Job Seeker Scheduled Events
Event Schedule
Event Name Location Career Center Schedule  Schedule Participants/
Date Time Openingz
eterans Orientation Monadnock Trail Board |Northampton Affiliate Care [04/15/2020 07:00 PM |0/25 Pl
Row 1 of 2
Participants Edit Add Event Schedules Delete Cloze

fo @ s

April x [|2z020
SMTWTFS
123 4

56 7891010
1213 18fi518 1718
1920 21222324 25
26 27 28 2930

Search Criteria
Job Seeker/Employer:

& Job Seeker ¢ Employer
Career Center:

Morthampton Affiliate Care_»

Events:

=

Selected Date
Show Selected Week
Show Selected Month

MOSES 101 Manual
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3. Click the Show Selected Month button. This will provide you with a
list of Job Seeker events for the month.

Event Schedule

Event Mame

eterans Orientation

Q Job Seeker Scheduled Events

Schedule
Date

Location Career Center

Time:

tharnph

tonadnock Trail Board |Morthampton Affiliate Care [04,/01 /2020 |07:00 Pk |0/25

|Linkedin Overview

|td ot Greylock Compu [Morthampton Affiliate Care [04,/02/2020 [09:00 &4 [0/25

|Linkedin Overview

Participants

|t oumt Greylock Compu [Morthampton Affiliate Care [04/16/2020 [09:00 &4 [0/25

Row 1 of 36

Edit | Add Event Schedules Delete | Close

Schedule Participants/
Openings

L]

Pl 0 Information 5 ession |Emily Dickingon Room [Morthampton Affiiate Care [04/02/2020 [01:00 PM [0/25 =3 )|
[Microsoft word 1 |Picneer Walley Technic. [Northampton Affilate Care [04/03/2020 [05:00 Ak [0/25 Pl
|Career Center S eminar |Emily Dickinson Room [N arthampton Afiiate Care [04/06/2020 [09:00 &M [0/25
[Interview Skills |Calvin Coolidge Classro [Northampton Affliate Care [04/07/2020 [09:00 AM |0/25
|Resume Overview [Calvin Coolidge Classro [Northampton Affiliate Care [04/07/2020 07:00 PM |0/25
Wob Search Shategies |Pioneer Valley Technic. [Northampton Affiliate Care [04/08/2020 [09:00 AM |0/25
[Weterans Orientation [Manadnock Trail Baard [Northampton Affiliate Care [04/08/2020 |071:00 PM |0/25 Pl
|Lirkedin Overview [t ount Grevlock Compu [Northampton Affiiate Care [04/09/2020 [09:00 AM |0/25
w104 Information 5 ession |Erily Dickinson Room  [Northampton Affilate Carej04/03/2020 [01:00 PM [0/25 =3 @]
[Career Center 5 eminar |Emily Dickinson Foom  [Northampton Affiiate Care [04/13/2020 [09:00 &M |0/25
[Microsoft word 2 [Mount Greylock Compu [Northampton Affiliate Care[04/13/2020 [01:00PM 0425 =3 @]
[Interview Skills [Calvin Coolidge Classro [Northampton Affiiate Care [04/14/2020 [09:00 &M |0/25
|Rezume Overview [Calvin Coolidge Classro [Northampton Affiiate Care [04/14/2020 [07:00 PM |0/25
Mok Search Shategies |Pionesr Valley Technic. [Northampton Affiiate Care [04/15/2020 [09:00 AM |0/25
[eterans Orientation |Manadnock Trail Board [Northampton Affiliate Care [04/15/2020 [01:00 PM |0/25 P

=R =)

Aol - |2020 =
SMTWTFS

1234
56 789101
1213 14fis1617 18
1920 21222324 25
26 27 28 2930

~

Search Criteria
Job Seeker/Employer:

* Job Seeker ¢ Employer
Career Center:

Morthampton Affiliate Care_+

Events:

—

Selected Date
Show Selected Week
Show Selected Mornth

S
"\WC Note the key at the end ( == ) designating that this event is for members of
\\ — that Career Center only and it will not allow you to add participants if you are
= . .
not in that office.
‘\WC Note the P at the end of the event listing ( P ) designates that this event
\;f/ o has prerequisites required to attend that course. Participants are expected

to meet those requirements to attend.

4. Select the event that the job seeker plans to attend.

Verify that you have selected the one with the desired time and date,

since the same event may be scheduled at several times.
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5. Click the Participants button.
If the event has prerequisites that must be met in order to attend the
event, a listing of the prerequisites will pop up. Make sure the Job
Seeker complies with the prerequisites.
Q (= =@]=]
Event Schedule e
. o April -
Event Name Location Career Center S;:T:dule ?;r:dule Ezglsilr?;:tsf - S MTwWTFGS
UobSea(‘i Mass-achusetts Or;e.Sto Emplo men.tSI stem - Re uir;dforE\rlentAttenda;ce I * 567 13 513114
fVeteran; = P Emproy’ 4 a )| 1213 14fis1817 18
i Required far event attendance: 1920 2122232425
Must have successfully completed Microsoft Word 1. | 2627 28 2530
E

areer
tervie

@

= sl = ] =
slolgla| = g_s
=& a Slo|l =
ils|@5 2=z
Sl Pt =1 I

Search Criteria
Job Seeker/Employer:
0K P & Job Seeker ¢ Employer
i Career Center:
10A | ArErrETErT o S JE T CICKIFEOR Foom  [IoTrammpar STiEre Care U6/ U5y 2020 [OT 00 Fr [0 2D =1 P Morthamptan Affiliate Car_»

|Career Center 5 eminar |Emily Dickinzon Room  [Morthampton Affiliate Care [04,13/2020 [09:.00 &M [0/25 Everts:
| tount Greylock Compud Marthampton Affiliate : JE3|
|Interview Skills |Calvin Coolidge Classro [Morthampton Affiliate Care [04,14,/2020 [09:.00 &M [0/25
|Resume Overview |Calvin Coolidge Classro [Morthampton Affiliate Care [04,14,/2020 [01:00 PM [0/25 Selected Date
Mob Search Strategies |Pioneer % alley T echiic. [Morthampton Affiliate Care [04,15/2020 [09:.00 &M [0/25
[eterans Orientation |tonadrock Trail Board [Morthampton Affiliate Care [04,15/2020 [01:00 PM [0/25 Pl Show Selected Week
|Linkedin Overview M aurt Greylock Compu [N orthampton Afiiate Care [04/16/2020 [0%:00 &M [0/25
Show Selected Month
Row 14 of 36 W
Participants | Edit | Add Event Schedules Delete | Cloze |

The Job Seeker Event Participation Entry window appears
displaying a list of job seekers, if any, who have already signed up for
that session of the event.

‘:H Job Seeker Event Participation Entry
Scheduled Event
M arne: [Microzoft wWord 2 Facilitator: TETHLETOM
Career Center.  [Northampton Affilate Career Center Co-Facilitator 1: hd
Date: [04/13/2020  Time: |01:00 PM Co-Facilitatar 2: -
Non SSNE Job First Mame Last Mame Phone Na Funding Source  Scheduled
Moses - Seeker D By
Applicant
Quick Search | Add oK Cancel GotoJob Seeker
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7. Click the Add button to display a blank row for adding a Job Seeker to
the event.

Type the Job Seeker ID or SSN into the proper field in the blank row.
Note it defaults to the Job Seeker ID.

‘2{ Job Seeker Event Participation Entry

—Scheduled Event

I ame: [Microsoft wiord 2 Facilitator: | MELIRK |
Career Center:  Morthampton Affiiate Career Center Co-Facilitator 1: | |
Drate: |04/13/2020  Time: |01:00 PM Co-Facilitator 2: | |

Hon SSME Job First Mame Last Mame Phone Mo Funding Source  Scheduled
Moses -  Sesker D By
Applicant

GotoJob Seeker

Quick Search | Add Delate | oK | Cancel |

,*:;ZZ Note the Participant list defaults to the Job Seeker Id. You may also click on
\FQ_H Social Security # box and use that field instead.
L=
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8. Tab out of the Job Seeker ID or SSN field, once you have entered it.
This automatically populates the other fields.

‘:H Job Seeker Event Participation Entry X

Scheduled Event

Mame: |Microzoft Word 2 Facilitator: MELREK hd

Career Center:  [Morthampton Affilate Carser Center Co-Facilitator 1: hd

Date: [04/13/2020  Time:  |07:00 PM Co-Facilitator 2; -
Mon S5MNH Job Firgt Mame Last Mame Fhone Mo Funding Source  Scheduled
Moses - Seeker 1D By
Applicant

Quick Search | Add | Delete | ok | Cancel | GotoJob Seeker

9. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Scheduled Events window.

Q Job Seeker Scheduled Events EI@

Event Schedule

April - [l2020 =

Event Name Location Career Center Schedule  Schedule Participants/ S M TwWTFGS
Date Time Openings - - % -

123 4

|Emily D 04/13/2020 0900 AM [0/25

[Career Center Seminar

56 7 89101
1213 14fi5 1617 18

|nterviews Skills 1920 21 22232425

|Resume Overview [Calvin Coolidge Classro [Northampton Affiiate Care|04/14/2020 |01:00 PM [0/25 26 27 28 2930

Wob Search Strategies |Picneer v alley Technic. [Northampton Affiliate Care [04/15/2020 [0%:00 &M [0/25

[Weterans Orientation |Monadnock Trail Board |Northampton Affiliate Care [04,/15/2020 [01:00 PM [0/25 ®l

|Lirkedin Overview |Mount Greplock Compu [Northampton Affiliate Care [04/16/2020 [0%:00 &M [0/25

fufI0A Infarmation Session [Emily Dickinson Foam |Narthamptan Affliate Care|04/16/2020 [01:00 PM 0725 =3 1| Search Criteria

Microsoft word 1 [Fionee: Valley T echric, Northampton Affliate Care [04/17/2020 [05:00 &M [0/25 B| || Hob3eeker/Employer
% Job Seeker O Employer
Career Center:
Mortharnpton Affiliate Care_»
Events:
=

Selected D ate
Show Selected Week
Show Selected Month

Row 2 of 9

Participants Edit Add Event Schedules Delete Cloze
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To Add a Job Seeker to a Future, Scheduled Event
without a Membership, Social Security # or Job
Seeker Id

1. Click Events on the MOSES main menu bar and select Event
Scheduling. The Job Seeker Scheduled Events window appears.

"a‘l Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor
File JobSeeker Employer  Training Events Program Reports Feedback Administration GoTo  Window Help
ﬁ Event Maintenance z @

[ Mass Entry >

Event Scheduling
CC5/Orientation Scheduling

2. Ensure that the Job Seeker radio button in the Search Criteria is
clicked.

Search Criteria
Job Seeker/Emplayer:

Career Center:

Events:

Row 1 of 2

Participants Edit Add Event Schedules Delete Cloze

Q Job Seeker Scheduled Events EI@

Event Schedul ——
vent Schedule . - April - 2020 =
Event Name Location Career Center Schedule  Schedule Participants/ S M TwWTFS
Date Time Openingz -_—
Job Pionesr ¥alley T echinicd Northampton Affiliate Carg 0441 5 s 7 ; ; 13 1:
eterans Orientation IMonadnock Trail Board |Northampton Affiliate Care (0441572020 07:00 PM |0/25 Pl 15 13 1451617 18
1920 21 2223 24 25
25 27 28 2530

% Job Seeker T Employer

Marthamptan Affiliate Care_w
-

Selected Date
Show Selected Week
Show Selected Maonth

MOSES 101 Manual May 2020

144



list of Job Seeker events for the month.

3. Click the Show Selected Month button. This will provide you with a

Event Schedule

Event Mame

eterans Orientation

Q Job Seeker Scheduled Events

Schedule
Date

Location Career Center

Time:

tharnph

tonadnock Trail Board |Morthampton Affiliate Care [04,/01 /2020 |07:00 Pk |0/25

|Linkedin Overview

|td ot Greylock Compu [Morthampton Affiliate Care [04,/02/2020 [09:00 &4 [0/25

|Linkedin Overview

Participants

|t oumt Greylock Compu [Morthampton Affiliate Care [04/16/2020 [09:00 &4 [0/25

Row 1 of 36

Edit | Add Event Schedules Delete | Close

Schedule Participants/
Openings

L]

Pl 0 Information 5 ession |Emily Dickingon Room [Morthampton Affiiate Care [04/02/2020 [01:00 PM [0/25 =3 )|
[Microsoft word 1 |Picneer Walley Technic. [Northampton Affilate Care [04/03/2020 [05:00 Ak [0/25 Pl
|Career Center S eminar |Emily Dickinson Room [N arthampton Afiiate Care [04/06/2020 [09:00 &M [0/25
[Interview Skills |Calvin Coolidge Classro [Northampton Affliate Care [04/07/2020 [09:00 AM |0/25
|Resume Overview [Calvin Coolidge Classro [Northampton Affiliate Care [04/07/2020 07:00 PM |0/25
Wob Search Shategies |Pioneer Valley Technic. [Northampton Affiliate Care [04/08/2020 [09:00 AM |0/25
[Weterans Orientation [Manadnock Trail Baard [Northampton Affiliate Care [04/08/2020 |071:00 PM |0/25 Pl
|Lirkedin Overview [t ount Grevlock Compu [Northampton Affiiate Care [04/09/2020 [09:00 AM |0/25
w104 Information 5 ession |Erily Dickinson Room  [Northampton Affilate Carej04/03/2020 [01:00 PM [0/25 =3 @]
[Career Center 5 eminar |Emily Dickinson Foom  [Northampton Affiiate Care [04/13/2020 [09:00 &M |0/25
[Microsoft word 2 [Mount Greylock Compu [Northampton Affiliate Care[04/13/2020 [01:00PM 0425 =3 @]
[Interview Skills [Calvin Coolidge Classro [Northampton Affiiate Care [04/14/2020 [09:00 &M |0/25
|Rezume Overview [Calvin Coolidge Classro [Northampton Affiiate Care [04/14/2020 [07:00 PM |0/25
Mok Search Shategies |Pionesr Valley Technic. [Northampton Affiiate Care [04/15/2020 [09:00 AM |0/25
[eterans Orientation |Manadnock Trail Board [Northampton Affiliate Care [04/15/2020 [01:00 PM |0/25 P

=R =)

Aol - |2020 =
SMTWTFS

1234
56 789101
1213 14fis1617 18
1920 21222324 25
26 27 28 2930

~

Search Criteria
Job Seeker/Employer:

* Job Seeker ¢ Employer
Career Center:

Morthampton Affiliate Care_+

Events:

—

Selected Date
Show Selected Week
Show Selected Mornth

not in that office.

\ Note the key at the end ( == ) designating that this event is for members of
\“% o that Career Center only and it will not allow you to add participants if you are

S
"\G’%C Note the P at the end of the event listing ( P ) designates that this event
\“, — has prerequisites required to attend that course. Participants are expected

to meet those requirements to attend.

4. Select the event that the job seeker plans to attend.

Verify that you have selected the one with the desired time and date,

since the same event may be scheduled at several times.
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5. Click the Participants button.

If the event has prerequisites that must be met in order to attend the
event, a listing of the prerequisites will pop up. Make sure the Job
Seeker complies with the prerequisites.

104 Information Session Emily Dickingon Room  [Morthampton Affiliate Care |04/16/2020 0700 PM |0/25

Q Job Seeker Scheduled Events EI@
Event Schedule . -
Event M ame Location Career Center Schedule S_c:hedule F'artlc:_lpants.-" S MTWTFS

Date Time Openings -_
[Career Center Seminar [Ermily Dickinsan Foom [Northampton Affliate Care 0471372020 [0%:00 &M [0/25 ce e
[Microsaft Word 2 M ount Greylock Compu|Northampton Affiliate Care [04/13/2020 [01:00PM 1425 =3 B] 121314 fis16 17 18
[Interviews Skills [Calvin Coolidge Classro [Morthampton Affilate Care [04,/14/2020 [09:00 &M [0/25 1920 21 2223 24 25
|Fiesume: Dverview |Calvin Coolidge Classro [Mortharmpton Affiiate Care[04/14/2020 [01:00 PM 0425 26 27 28 2930
Wob Search Strategies |Pioneer Walley Technic. [Morthampton Affiliate Care [04,/15/2020 [09:00 &M [0/25
fifeteranz Drientation [Monadnock Trail Eoard [Morthampton Affilate Care [04,/15/2020 [01:00 PM [0/25 Pl

|Microsaft 'word 1 |Pioneer Yalley Technic. [Morthamptan Affiiate Care [04/17/2020 |03:00 AM [0/25

Participants | Edit | Add Event Schedules

Row 7 of 9

Delete | Cloze |

Search Criteria

Job Seeker/Employer:

+ Job Sesker © Emplaoyer
Career Center:

Morthampton Affiliate Care_

Events:

—

Selected Date
Show Selected Week
Show Selected Month

6. The Job Seeker Event Participation Entry window appears
displaying a list of job seekers, if any, who have already signed up for
that session of the event.

‘2{ lob Seeker Event Participation Entry

Scheduled Event

Mame: |Lirkedln Dverview Facilitator: CPORT hd

Career Center.  [Northampton Affilate Career Center Co-Facilitator 1: hd

Date: [04/16/2020  Time:  |09:00 AM Co-Facilitatar 2: -
Non SSNE Job First Mame Last Mame Phone Na Funding Source  Scheduled
Moses - Seeker 1D By
Applicant

[ [###-88-0005 [12877200  [Frank |Lernaniello | - - | [TCART

2164500 |8 I - |
[ |HH-HE-9575 [12853829  [Sandy Beach 517-858-5268 TCART
[ [fHH-HH-4546 [12779614  [Bud |Light |905-526-1356 | [TCART
Quick Search | Add Delste ok Cancel GotoJob Seeker
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7. Click the Add button to display a blank row for adding a Job Seeker to

the event.

'2{ Job Seeker Event Participation Entry

— Scheduled Event

M ame: |Lirkedin Owverview Facilitator: |EPDHT -]
Career Center:  [Northampton Affiliate Career Center CoFacilitatar 1: I |
Date: |04/16/2020  Time:  [09:00 AM CoFaciitator 2 | -
Hon SSHE Job First Mame Last Mame Phone Mo Funding Source  Scheduled
Moses Seeker D By
Applicant
[ [a-#8-0005 [12877200 [Frank |Lemnanigllo |- - | |TCART
[ [-#H-5136 [12164500  [Lin-M anuel |Miranda 108-807-9523 | |TCART
[ [a-HH-9675 I'I 2653829 |[Sandy |Beach [E17-8555288 | |TCART
[ [ai-14-4545 12779614 [Bud |Light |905-826-1358 | [TCART

Quick Search | Add

Delete | oK | Cancel

GotoJob Seeker |

Note the Participant list defaults to the Job Seeker Id. You may also click on
Social Security # box and use that field instead.

8. If you do not have either the Member’'s Job Seeker ID or Social
Security Number, click the Quick Search button to display the Job

Seeker Search window.

Quick Search

‘?.'| Job Seeker Search

—[ Search Criteria ]

Last Name: I Search I
First Name: I
I” Select all
| S h Results
Selected  First Name Last Mame Phone Mo D ate of Bith Address
Job Seeker
o
Iare |
ak | Cancel |
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9. Type any part of the Job Seeker’s name in the text box and click the
Search button. The search results appear.

QY Job Seeker Search *

— [ Search Criteria ]

Last Name: IIemonieIIo Search I

First Hame: Ifrank
[ Select all
~ Search Results
Selected  First Mame Last Mame Phone Mo Date of Bith Address ~
Job Sesker
[ > |Frark |Lemariella | - 1014011990 [19 Cool'whip Circle, ORANGE, M
[~ 33 [Frark |Lemariella |- - |01/01/1990 [19 Cool Whip Circle, ORANGE, M
[ > |Frark |Lemariglla |- - 1014011930 [19 Cool'whip Circle, ORANGE, M
[~ 3> [Frark |Lemariella |- - 1014011990 [19 Coal whip Circle, ORANGE, MA
[ > [Frark |Lemoriglla |- - 1014011930 [19 Cool'whip Circle, ORANGE, Ma
[~ -3> |Frank |Lemoniello |- - 10140141990 [19 Cool'whip Circle, ORANGE, MA
[T > [Frark |Lemariella | - 10140141990 [19 Cool'whip Circle, ORANGE, MA
Row 1 of 8 HES | v

] 4 | Cancel |

ﬁg,',:ﬁ Social Security Numbers do not appear here.
\\(;g If you knew the Job Seeker’s social security number, you could just enter it
N== directly.

10.Check off the Selected Job Seeker box on the right side of the list to
identify the customer to be added to the participants list.

Y Job Seeker Search X
— [ Search Criteria ]
Last Name: lemaniglla Search I
First Mame: frark
! [ Select all
~ Search Result
Selected  First Mame Lazt Name Phone No Date of Bith Address ~
Job Seeker
[ =33 |Frank |Lemaniella |- - |01/01.11990 19 Cool Whip Circle, ORANGE,
[ =35 |Frank |Lemnaniella |- - |0/01/1990 [19 Coal Whip Circle, ORAMGE,
[T > |Frank |Lemaniello |- - |m /0141990 [19 Cool Whip Circle, ORAMGE,
v 0 - /0 ! Circle, ORANGE.
[T : .. ip Circle, ORANGE,
[ 3> |Frank |Lemaniella |- - |0/01/1990 [19 Cool ‘Whip Circle, ORANGE, MA
[T -3 |Frank |Lemoniello |- - |01401/41990 [19 Coolwhip Circle, ORANGE, MA
Row 5 of 8 itz | v
Ok | Cancel |
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11.Click the OK button.

The Job Seeker is listed on the Job Seeker Event Participation
Entry window, but not saved to the MOSES database.

QH Job Seeker Event Participation Entry

—5Scheduled Event

M ame: |Linkedln Overview

Career Center.  Morthampton Affiiate Career Center

Facilitator: | CPORT hd I
Co-Facilitator 1: | hd I
Co-Facilitator 2: I hd i

Drate: |04/16/2020  Time:  |D9:00 AM
Non SSME Job First Wame Last Mame Phone Mo Funding Source  Scheduled
Mozes +  SeskerlD By
Applicant
| Iﬁnn-nn-uuus [12677200  [Frank |Lemaniell [ | |TCART
| Fﬂﬂi-ﬂﬂ-SHB [12164500  [Lin-Marwel [Miranda [108-807-9823 | |TCART
| Inun-nn-ss?s |12853828 |Sandy [Beach |617-858-5288 | |TCART

[ [mian-4546 12779614 [Bud [Cight
W i -0006] [EERREn I Frank

[s05-825-13856 | [TEaRT

Quick Search I Add |

Delete | ak | Cancel |

GotoJob Seeker

12.Click the OK button and the Yes button to save changes.

This returns you to the Job Seeker Scheduled Events window.
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Non-MOSES Members Registration for an Event

e
’\\“\-:C‘: For customers who are nhon-members you can follow the process below.
i

Or have them complete a membership application and register them in
MOSES by following the usual Event participation process using their Job
Seeker Id or social security number.

1. Select the event that the job seeker plans to attend.

Verify that you have selected the one with the desired time and date,
since the same event may be scheduled at several times.

2. Click the Participants button.

If the event has prerequisites that must be met in order to attend the
event, a listing of the prerequisites will pop up. Make sure the Job
Seeker complies with the prerequisites.

Event Schedule

Event Name

Q lob Seeker Scheduled Events

Laocation

Career Center

Schedule  Schedule Participants/
Date Time Openings

[Career Center Seminar

[Emily Dickinson Room  [Morthampton Affiliate Care [04/13/2020 [09:00 &M [0/25

[Micrasoft word 2

|Mount Greylack Compu N arthampton Affiiste Care[04/13/2020[01:00 PM [1225 =3 @)

[Interview Skils

|Calvin Coolidge Classro [Morthampton Affiiste Care[04/14/2020 [05.00 &M [0/25

[Resume Overview

|Calvin Coolidge Classro [Morthampton Affiliste Care[04/14/2020 [01:00 PM [0/25

[Job Search Strategies

|Fioneer Valley Technic.[Morthampton Affiiste Care[04/15/2020 [05:00 AM [0/25

Nelerans Orientation

g
IDA Information Session

|M unadnuck Tra\l Board \N Dllhamplun Af ||\ale Carc |U4ﬁ /2020 [01: UU F'M f25 Pl

Ermly chklnson Hoom lehampton Afflhate Care 04:’1 /2020 |07:! UU PM Df25 =2 Pl

IMicrosaft \wtord 1

|Pioneer ‘alley Technic. Morthampton Affilate Care (0441742020 [09:00 M [0/25 ®l

= o

SMTWTF S

1234
56 788101
1213 14fis 1817 18
1920 21222324 25
26 27 28 2830

Search Criteria
Job Seeker/Employer:

% Job Seeker ¢ Employer
Career Center:
Morthampton Affiliate Car_w

Events:

=

Selected Date
Show Selected Week
Show Selected Month

MOSES 101 Manual
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3.

4. Click the Add button to display a blank row for adding a Job Seeker to

The Job Seeker Event Participation Entry window appears
displaying a list of job seekers, if any, who have already signed up for
that session of the event.

(al Job Seeker Event Participation Entry

~ Scheduled Event

Mame: |Lirkedin Overview Facilitator: |EIF'DHT -
Career Center.  [Morthampton Affiliate Career Center Co-Facilitator 1: I |
Diate: [04416/2020  Time: |09:00 &b Co-Facilitator 2: I VI

Non SSME Job First Mame Last Mame Phone No Funding Source  Scheduled
Moses «  SeekerlD By
Applicant

[~ [ss-#8-4545 [12779614 JEud [Gight [305-626-1356 | [TCaRT

Quick Search

Add Delete | 0K | Cancel | GotoJob Seeker |

the event.

"a| Job Seeker Event Participation Entry

— Scheduled Event

M ame: |Lirkedin Overview Facilitator: | CPORT -
Career Center.  Northampton Affiliate Career Center Co-Facilitatar 1: | |

Drate: 04416/2020  Time:  [09:00 AM CoFacilitatar 2: I |

Non SSME Job First Mame Last Mame Phone Mo Funding Source  Scheduled
Mozes +  SeskerlD By
Applicant

[ [#tk#-#H-0005 [125877200  [Frank |Lemaoniello I | |TCART
[ jusi-#8-5136 12164500 [LinMaruel  |Miranda [108-807-9823 | |TCART
[ [HH##-#H-9676 [12063829 [Sandy |Beach |617-858-5208 | |TC&RT
[ [#-#H-4546 [12779614  [Bud |Light |305-826-1356 | |TCART

Add Delete oK Cancel Go toJob Seeker

Quick Search
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5. If a person attending an event is not a registered member in MOSES,
click on the Non Moses Applicant check box.

You must then enter the attendee’s first name, last name, and phone
number in the appropriate fields.

(G!'I Job Seeker Event Participation Entry X

Scheduled Event

MName: [Linkedln Overview Facilitatar: CPORT -
Career Center:  [Northampton Affiliate Career Center Co-Facilitatar 1: -
Drate: [04/16/2020  Time:  [09:00 A Co-Facilitatar 2: -
Hon SSHNE  Job First Mame Last Mame Phone Mo Funding Source  Scheduled
Moses - Seeker ID By
Applicant
[ [###-#8-0005 12877200 [Frank |Lemoniello |- - | [TCART
[ [#i#-48-5136 12164500 [Lin-Manuel [Miranda [105-807-9823 | [TCART
[ [#4-#5-9576 [12853823 [Sandy |Beach |f17-258-5288 | [TCaRT
[ [#H#-t8-4545 [12779614 [Bud |Light |905-826-1356 | [TC&RT
| [TCaRT

[ [#iH-#8-0006 [12877200 |Frank |Lemanigllo | -

B17-626-1234 [~ [REEG

Quick Search

Add | Delete | ok | Cancel | Go toJob Seeker

6. Click the OK button and the Yes button to save changes.
This returns you to the Job Seeker Scheduled Events window.

7. Click the OK button to save your work to the MOSES database. All
Job Seekers you registered are now signed up to attend the event.

RS You can print a list of Job Seekers scheduled to attend the event. Place
’\\t‘c: your cursor in one of the fields.
\\3\/ = Right click, then choose Print, Print Data.

Use this list to make reminder calls to the Job Seekers.
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To Record a Job Seeker’s Attendance at a
Scheduled Event

1. Click Events on the MOSES main menu bar and select Event
Scheduling.

(a‘l Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor
File JobSeeker Employer  Training Events Program Reports Feedback Administration GoTo  Window Help

ﬁ Event Maintenance z @
Mass Entry ¥

Event Scheduling
CC5/Orientation Scheduling

2. Select the criteria from The Job Seeker Scheduled Events window
that will bring up the event for which you want to record attendance.

Q Job Seeker Scheduled Events EI@
Event Schedule e
[farch 020 =

Event Mame Location Career Center g;:l?edule Schedule Participants! S M TwWTF S

12[34567

= 2 910 11121314
Fesume Dverview Calvin Coolidge Classro |Northampton &ffiiate Care |03/03/2020 [01:00 PM [3/25 1518 171218 20 21
2223 24252627 28
2930 31

Search Criteria
Job Seeker/Employer:

{* Job Seeker ¢ Employer
Career Center:

Morthamptan Affiliate Care_»

Ewvents:

=

Selected Date
Shaw Selected Week
Show Selected Manth

Row 1 of 2

Participants Edit Add Event Schedules Delete Cloze
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3. Highlight the proper event. Click the Participants button.

‘:H Job Seeker Event Participation Entry

~5Scheduled Event

I ame: |Resume Dverview Facilitator: | DROSS3 -]
Career Center:  Northampton Affiliate Career Center Co-Faciltator 1: e v |

D ate: |03/03/2020  Time: |07:00 PM Eo-FaciIitatol2:| -]

Hon SS5NE Job First Mame Last Mame Phone Na Funding Source  Scheduled Attended
Moses < Seeker 1D By
Applicant

W I [Barmey [Fubtle [ -300-0000 | [EwiaIT

Quick Search | Add I Delete | oK | Cancel | GotoJob Seeker

4. Click Yes or No for each of the Job Seekers listed to record their
attendance at this event.

‘:H Job Seeker Event Participation Entry

~ Scheduled Event

I ame: |Resume Dverview Facilitator: |EFL|’-\Y2 -]

Career Center:  Northampton Affiliate Career Center Co-Facilitator 1: | -]

Drate: |03/03/2020  Time: |01:00 PM CoFacilitatar 2: IW ~1
Hon SSME Job First Mame Last Narme Phone Mo Funding Source  Scheduled Attended
Moses = Seeker 1D By
Applicant

| Fﬂiﬂ-tﬂi-ﬂﬂﬂ 125877265 |Fred [Flintstane |413-781-8588 | JBwAIT I?:' Yes{ No

[ juss-#4-0001 12577196 [Sammy |Lechat |- - | BwaIT & Yes T No

Fubble

Quick Search Add Delete [u]: Cancel GotoJob Seeker
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}3,;'; To record attendance of a Job Seeker who attended this event, but was not
\f; pre-registered, use the process described earlier to add a participant to a
N= workshop.
You must click Yes to record their attendance.

}:;,jf: Note that the Non-MOSES Applicant will not have any Attendance fields /
buttons, since they are not registered in MOSES.
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View a List of Events a Job Seeker is Signed Up To
Attend

You may be interested in finding all of the events for which a particular Job
Seeker has registered.

This is done through the Events tab on the Job Seeker Membership
window.

The Events tab is mainly used for viewing Current Events which the Job
Seeker is scheduled to attend and Past Events which the Job Seeker has
attended or has not attended.

It can also be used to record the attendance of a Job Seeker for a current
or past event that was not a scheduled event.

For example, a Job Seeker is in the Career Center and expresses an
interest in the Resume workshop that the center offers. However, this
workshop is not scheduled until next month. The staff person decides that
since the Job Seeker is interested, he or she will provide the workshop
right then and there.

This is done from the Event menu on the MOSES main menu window.
This procedure was described in To Add a Job Seeker to a Future,
Scheduled Event.

*g,z’}: You cannot sign up Job Seekers for a future event from this window.
=
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1. Go to the Job Seeker Search window and search for your job seeker.

2. Open the Job Seeker Membership window for that job seeker.

(al Job Seeker Membership (Lechat, Sammy)
Lechat, Sammy

0001 ID: 12877196

Basic: |Fu||| Educationl Witk Histolyl Eventsl Alertsl Career F‘IanNouthISSI Sarvicesl Special F'rogramsl

i General Information Residence Address | |
¥ First Mame:  |Sarmy Middle Iritial: I_ Y
¥ Last Name: ILechat b Sew [Male =l v Address: [26 Litterbos Lane
¥ Date of Birth: IDUD]HEIEIU i ¥ Militany: IE Yes @ Mo [
Release Information? Yes Mo ¥ Other Eligible IE Yes 1 No b Country [Urited States of America ]|
» : - ¥ Cily:
¥ Ethnicity Hispanic or Lating & Yes C No —— ] 23 |EI'I 364 (o |E|range
» Race ¥ ‘white ¥ Black or Aftican American b State: IMassachusatts j‘
[ hsian [ merican Indian or Alaskan Native [ Enterpise [ Empowerment [ Renewal
[~ Other [ Hawaiian Mative or Other Pacific |slander
[ Address Mat Available [ Maiing Address different

[~ Information Not Available
T Corfidertisl [ Yes ®No  HITG Confidential [T~ Yes T Mo

~ Programs — Last Reportable Service Date: 0370672020
~ | Contact
Apply P History Primary Phone: [ ) - Ermail: |
=) Other Phone: |[ ] - | =]
x =) ‘wieb Addiess: | [~ Prefers Emails

|Career Plariing ™ |Enralled =l EI _

w | [ Special A d
* worked in agriculture or food processing inlf" Yes O No Career Center | |

the last 12 months?

Trade | Eligibility | Match Criteria | Fun Match | Eligibility Crilerial Ok I Cancel
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3. Click on Events tab.

MOSES defaults to the Current Events sub tab and displays any
Events that the job seeker is registered to attend.

Y Job Seeker Membership (Lechat, Sammy) == S

S8N: XX XX-0001 ID: 12877196

— Events
Ewent Name Career Center Date Time
|Career Center Seminar [Morthampton Affiliate Career Centej04/27./2020 |03:00 81— Add

Linkedln Overview Morthampton Affiliate Career Centq 041 1]

Trade | Eligibility | Match Criteria

Fun batch | Eligibility Criteria

ak I Cancel |

.*”Z R Until attendance is verified, any Events that the job seeker has registered to
\\iin attend will appear on the Current Events tab.
/

i

Once attendance is recorded, that Event will appear on the Past Events tab.
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To Record a Job Seeker’s Attendance at an
Unscheduled Event

1. In the Job Seeker record click on the Events tab then click the Add
button to display a blank row.

From here, you can record the Job Seeker’s attendance at an
unscheduled Event that you provided.

Y Job Seeker Membership (LeChat, Horatio) [ o ]
LeChat, Horatio SSN: XXNX-XX-0014 ID: 12877194
Basicl Full] Educat\on} ‘whork History  Events WA\eltsl 1 Sewices} Special Programs Survey
Current Events l Past Events l
Events
Event Name Career Center Date Time
b | Northampton Affiliate Career Centd 03/26/2020 . Add
Caresr Center Seminar ~

Credit Scores: Understanding & lmp Delete
Financial Empowerment: & Gamne

Getting Through the Month

Interview Skill:

Job Search Strategies

Linkedln Overview

MGM Springfield

Microsoft word 1

Microsaft Word 2

MORTHAMPTON Senior Center Jo

Outgmart the 5 cammers v

Trade Eligibility b atch Criteria Fiun Match Eligibility Criteria

Ok | Cancel

or in the past.

You cannot record attendance that occurs in the future on this window
because:

a) if the event is known, then it is a scheduled event, and

b) you cannot record attendance before the event takes place.

\\1’,22: You can record a Job Seeker’s attendance at an event that occurred today
\\\;// )
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2. Select the Event from the Event Name dropdown list.

-
(a| Job Seeker Membership (LeChat, Horatic E@
LeChat, Horatio SSN: XXX.XX-0014 ID: 12877194
Basicl FuIIl Educatinnl wark History  Events |A|erts| | Sarvicesl Special Programs Survey
Current Events | Past Events |
~Events
Evvent Name Carzer Center
Getii I3 | Nothampton Atfiiate Ca| pyPrgey Fprpe] § 0211 P Aod
SMTWTFS
— Delete |
23 45878
910 1112131415
1617 181920 21 22
2324 35B6 27 28 29
0N
0K I Cancel I
Trade | Eligibility atch Criteria Run katch Eligibility Criteria | ak I Cancel

3. Click the £l icon and select the Date that the Job Seeker was provided

the Event. (This cannot be a date in the future.)

4. Select the Time of the attendance using the up/down arrows.

5. Click the OK button and Yes button to save changes.
This returns you to the Job Seeker Search window.

Alert

| Areyou sure you want to save changes?

Yes Mo Cancel
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To View Events that a Job Seeker Has Attended
(Both Scheduled and Unscheduled Events)

1. Click Edit or double click on the Job Seeker to display the Job Seeker

Membership window.

‘3‘( lob Seeker Membership (LeChat, Horatio)
LeChat, Horatio

Basic | Fulll Educatinnl work Histnryl Eventsl Alertsl

[E=E 5o

0014 ID: 12877194

| Services | Special Programs |

i~ General Information

Survey

Residence Addiess | |

¥ Date of Birth: |EI1 A /ass -

FRelease Information?: ez { Mo

b Military: T Ves s Mo
¥ Other Eligible T ves O Mo

¥ First Marne: IHorallo Middle Iitial I_ Y
¥ Last Hame: |L3Chal b Sex |Chuse not to answ_v |

¥ Ethnicity Hispanic or Lating @ Yes ¢ No

[ Information Mot Available

» Race ¥ ‘white ¥ Black or African American
[ Asian [ American Indian or Alaskan Native
[ Other [ Hawaiian Mative or Other Pacific | slander

Programs — Last Reportable Service Date: 0372642020

Apply Program Status

Program Mamme

Program Eligibility ()

[Career Planning (|

3 B
=

the last 12 manths?

¥ Worked in agricultuie or food processing in | ™ Yes (2 Mo Career Center |

¥ Address: |73 Mouse Tenace

¥ Country: |Un|ted States of Amenica JE3|
b Zip Joz110- ¥ City: Boston

b State: IMassachusElls hd

[~ Enterprice | Empowerment [~ Renewal

[~ &ddress Mot Available [~ Mailing &ddress different
Carfidential: I@YES "o HITG Confidential [T es T Na

— Contact
Primary Phore: [ ] - Emai: |

Other Phone:|[ ] - | JE4 |
web Address: |

I~ Prefers Emails

~ Special A

Eligibility | td atch Criteria | Run katch | EllglbllltyEntenal ag | Cancel

Trade |

2. Click the Events tab.

3. Click the Past Events tab to view Events that the Job Seeker has

already attended or has not attended.

(&l Job Seeker Membership (LeChat, Horatia)
LeChat, Horatio

Easicl FuIIl Educatinnl work History  Events |A|erts|

Current Everts

0014 ID: 12877194

| Sarvicesl Special Programs

~Events

Ewent Mame Career Center

R esume Overview Morthampton Affiliate Career EentelUB/UBfZEQU |E|1 OOPM fres

Date Tirne Attended

[Interview Skills

[Morthampton Affliate Caresr Cent[02/27 /2020

01568 [Na

Trade | Eligibility

Match Criteria

Eligibility Criteria | aK I Cancel

Run Match
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4. Click the OK or Cancel button to return to the MOSES main menu
window.

?,:ZZ MOSES displays the events on the Current Events sub tab if MOSES has
\f;_w not yet recorded the attendance of the Job Seeker at the event, even if the

=== date for this event has passed.
If MOSES has recorded the attendance, the event will be listed on the Past

Events tab.
] Job Seeker Membership (Test, I. M.) =0 =R
Test, I. M. SSN: 90038 0001 ID: 11321610 @
Basicl FuIIl Educationl ‘wiork History  Events |Alerts| Cloged Caze Planz/155 | Servicesl Special Programsl Survey
| Past Events |
— Events
Event Name Career Center Date Time
urley/MOSES Linit Add
|Fnday Test Event |Hur|ey£MDSES LUnit |05£23£2DDB |05:DD Al —
elete |

Trade | Eligibility Match Criteria Fun Match Eligibility Criteria | u] I Cancel
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Add a Job Seeker to a Career Center Seminar /
Orientation Scheduling event

To schedule a customer for a Career Center Seminar / Orientation
Scheduling event on the main toolbar go to Events and click on the drop
menu that reads CCS / Orientation Scheduling.

This part of EVENT scheduling is done with a Real Time Scheduling
interface.

1. Click Events on the MOSES main menu bar and select CCS /
Orientation Scheduling.

ral Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: TCART Career Center: Northampton Affiliate Career Center  Security Administrate
File Job Seeker Employer Training Events Program Reports Feedback Administration GoTe Window Help

[ &) Event Maintenance > Hl @

Mass Entry >

Event Scheduling
CC5/Orientation Scheduling

2. The CCS/ Orientation Scheduling - Job Seeker Search window
allows you to search by Job Seeker ID, their last name, or social
security number. Select the appropriate radio button.

(G!'I CC5/Orientation Scheduling - Job Seeker Search EI@
Type of Search
Search By Search for an existing Job Seeker by selecting a search method, entering the

search criteria, and then clicking the Search button.
{* Job Seeker ID

" Last Name Search Criteria: |

" Social Security Numnber

Search Results

SSNH First Mame Lazt Mame Date of Bith  Job Seeker |D Address

| Close

MOSES 101 Manual May 2020 163



)ﬁ?;: To use the social security number, you must enter all 9 digits.
\\\,:/" -

name.

,\qﬁ:ﬁ: To search by last name, use any string of letters in the first part of the last
\\\\;/r"’ - Search is not case sensitive.

3. In this case, enter the Job Seeker’s |d number.
Click the Search button.

(a| CCS/Orientation Scheduling - Job Seeker Search EI [EI

— Type of Search

Search By Search for an existing Job Seeker by selecting a search method, entering the
search criteria, and then clicking the Search button.
¥ Job Seeker ID

£ Last Name Search Criteria: |123??193 Search |

" Social Security Number

—Search Results

SEMH First Mame Last Name Date of Bith  Job Seeker ID Address

HHH-HH-0013

Iore

Select I Close

Row 1 of 1 |

,92,2’2 Note in the above example the social security number are redacted with only
\fgw the last 4 numbers displayed.
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The Scheduling Screen Details

4. The Scheduling window opens up.

(a‘| Scheduling

Current Appointment
Not Currently Scheduled

Notification Details

erk, Ivana S5V TOCXXU0IID: 2377193

=8 R =)

CCS Scheduling

Notice Date: |00/00/0000
Scheduling/Rescheduling
[] No Good Cause or After Sanction
[] Good Cause - Bxcused
[] Exempted hd
Schedule [5elect Appointment)

Schedule  Schedule Career Center
Date Time

Service History

Date Staff 1D Category

Attend by: [00/00/0000

Residence Address
Address: [22 Jobsearch Blvd
—
City:[Boston
State: [MA Zip: 02110~

Filter Schedule
Origin Zip Code: |02110-
(% Career Certer (Distance)
[Dowriown Hosfon Tareer
(" Location
| =l

Fram: [03/26/2020 C|
Search |

To:[03/26/2020 |
igw 4
Cloze

Comments:

Location Distance  Participants/

[Miles] Openings

[ e |

Career Certer

Service Result

The Scheduling Screen has numerous sections, functions and action

buttons.

Current
Appointment

Notification
Details

MOSES 101 Manual

This field displays the date, time, and location of the
Career Center Seminar if the Job Seeker is currently
scheduled to attend one.

The “Cancel Appointment” button will be active if the
job seeker is scheduled.

If the Job seeker does not have an appointment to
attend a Career Center Seminar, this section will
display “Not Currently Scheduled” and the “Cancel
Appointment” button is inactivated.

This field lists the date or dates of when the Job
Seeker was sent written notification that they need to
attend a Career Center Seminar or Orientation.

The “Notice Date:” box is the mailing date of the
initial written notification requiring them to attend.
The “Attend by:” box is (if necessary) the date that
they must attend the event by.
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Residence This field displays the Job Seeker’s residence

Address address information. This is from the Basic tab.
Scheduling / This field is inactive to general staff:

Rescheduling Ul customers that are required to attend one of these
Details events must contact the Department of

Unemployment Insurance to discuss.

Filter Schedule This field allows users to filter the available Career
Center Seminars displayed in the Schedule section.
This section provides three ways for filtering the
schedule (Click Search to refresh the filter).

Career Center — The Career Centers listed in the
dropdown are ordered by distance from the Job
Seekers Zip Code that was entered (starting with the
closest Career Center) (on the basic tab).

Location —When a user selects a city from this
dropdown list, the CCS Schedule will return all
available CCS events being held at Career Centers
located in the same Service Delivery Area as the
selected city (starting with the closest Career Center).

From/To Date Range — All available CCS events
displayed will occur between the date ranges

specified.
Schedule This field displays scheduled Career Center
(Select Seminars / Orientations with available openings.
Appointment) For the Criteria selected.

In order to schedule a job seeker, select a schedule

from this list.

Service History This field displays a history of all CCS / Orientation
services entered for the Job Seeker.
To view detailed information about a particular service
listed, select the row and click View.
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To Schedule a Job Seeker to Attend a Career
Center Seminar / Orientation Scheduling event

1. With the Scheduling Screen open, in the Filter Schedule section, set
the date range for the events that you want to look at.

QY Scheduling = =
S5 00X DX 1257155

Current Appointment

Not Currently Scheduled CCS Scheduling

Notification Details

Notice Date: mﬁﬂﬂfﬂ]}ﬂ Attend by: ﬁfﬂﬂfﬂ]’l}ﬂ

Scheduling/Rescheduling Residence Address
[ Mo Good Cause or After Sanction Comments: Address: [22 Jobsearch Blvd

[] Good Cause - Excused

——————
O Exempted :lv City: |Boston

Schedule [Select Appointment) State:[MA— Zp:fo21i0-

Schedule S_c:hedule Career Center Location Dis_tanc:e F'artic:_ipants.-" - Filter Schedule

Date Time (LS U penings Origin Zip Code: J02110-
[ |03/30/202007:00 PM D ownbown Eostan Car [Boston ] 0430
[~ [04/01/2020[05:30 &M [Downtown Boston Car [Boston o o730 {¢' Career Center (Distance)
[~ [04/02/2020(01:00 PM [Downtown Boston Car [Boston B 075 -~ EE;E:W” Boston Carcer Center v |
[ |04/06/2020(01:00 PM [Downtown Eoston Car [Boston ] j0/30 [ =
[~ |04/08/2020(09:30 &AM [Downtown Boston Car [Boston o |o/20 From [F572772028 |

Row 1 of 13 Y]

To: 0442742020 Q Search |
Service History

Date Staff ID Category Service Result Career Center
Wiew
Cloze

2. Now simply highlight and check the box for the seminar that the Job
Seeker wishes to attend

Schedule [Select Appointment] State: [MA Zip: ﬁZ‘HB—

Schedule  Schedule Career Center Location Distance  Participantz/ A Filter Schedul

[rate Time [Milesz] Openings Oril inEIZ [[::oldae'u eDZ'I'ID-
[ [04/15/2020[09:30 &M [Downtown Bostan Car [Bostn i [0/30 N
[ [04/16/202007:00 PM_[Downtawin Bastan Car [Bostan i [0/25 [leeres oy s orice)
| Downtown Boston Career Center_v |

(" Locati
[~ [0#/22/2020[03:30 AM m Boton 0 [0 e =
[ |04/23/2020|01:00 PM [Downbown Boston Car |Boston ] |0/25
From: [03/27/2020 C|
Row 10 of 13 —1 v To: |04/27/2020 Q Search |
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3. Note that the Schedule Job Seeker button is now activated. To

register the Job Seeker for that particular event hit the Schedule Job
Seeker button.

Schedule Job
Seeker

Career Center Seminar

Igl Are you sure you want to Schedule the Job Seeker ¥

Yes Mo

ﬁg,',:ﬁ Note the pop up. Are you sure you want to Schedule the Job Seeker?
\\(;_a Click Yes.
==

Q| Scheduling =80 =)
SSN: XXX XX -00131D: 12877193
Current Appointment
Mot Currently Scheduled CcCSs S(;heduling Cancel Appointment | ‘
Notification Details
IV Motice Date: EIDDIDDDD Attend by: EIDDIDDDD ‘
—Scheduling/Rescheduli Resid: Adds
[[1 No Good Cause or After Sanction Comments: Address: E Jobsearch Bivd
[] Good Cause - Excused I
O Bempted [ =l City: [Boston
— Schedule (Select Appoint t] State:W ZDZW
Schedule  Schedule Career Center Location Distance  Participants/ » Filter Schedul
Date Time i) Ol Ongin Zp Code: (02110
[~ [04/15/202003:30 M [Downtown Boston Car [Baston o [o/30 ain p ege:
[~ |04/16/2020 |01:00 P |Dowantown Boston Car |Bostan

%' Career Center (Distance)

| Downtown Boston Career Certer v |
" Location

[o7zs

[~ o4 0AM |Downtown Boston Car [Boston

] I 3
[ |04/23/2020(01:00 PM |Downtown Boston Car [Boston
! I I From: [03/27/2020 C|
Row 10 of 13 v || Tefoaszin cf [ Seach |
—Service History

Date Staff ID Category

. Schedule Job
Service Result Career Center Seeker |
e | |
LCloze
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4. To save the requested seminar date you must hit Close to complete /
save the request.

Claze

Y Scheduling =N E=R 5

: 12877193

Current Appointment
|7l15/2ll|"2l] 09:30 AM - Downtown Boston Career Center{Boston) ccs schedu"ng Cancel Appointment | ‘

Motice Date: EIDD,-"DDDD Attend by: EIDDIDDDD

|' Notification Details ‘

Recid Al

—Scheduling/Rescheduling F !
[] No Good Cause or After Sanction Comments: Address: E Jobsearch Blvd
[] Good Cause - Excused I
[ Exempted I = City: IBoston
~ Schedule [Select Appointment State:W ZD:W
Schedule  Schedule Career Center Location Distance  Participants! A | oo e b e
Defs (e [Miles) __ Openings Origin Zip Code: 02110
[~ |04706/2020(01:00 PM |Downtown Boston Car [Bostan 0 0730
[~ [04706/2020[03:30 &M |Downtown Boston Car [Boston 0 0730  Carcer Center (Distance)
[~ [04/09/2020/071:00 PM [Downtown Boston Car [Bostan 0 7] - ILE:;:::"" Boston Career Certer v |
[T |04#13/202001:00 M [Dowtown Boston Car [Boston ] |0/20 I =
[~ |04/15/2020(09:30 &M [Downtown Boston Car [Boston o [0/30 me:lmg
Row 1 of 40 —IMD[e v To:mg Search |

—Service History
Date Staff ID Category Service Result Career Center ECgBedeullZ;JDb |
Wiew |
Cloze: |

ﬁg,',:ﬁ Note that the current appointment field is now filled in with the appropriate
\\(;g scheduling information and that the Cancel Appointment button has been
== activated.
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To Cancel or Reschedule a Job Seeker to a Career
Center Seminar / Orientation Scheduling event in
CCS Scheduling

1. With the Scheduling screen open on the appropriate Job Seeker, to
cancel or reschedule the individual simply hit the Cancel Appointment

button.
3| 'Sche = ==
SN X001 D 12577195
Current Appointment
04/20/20 01:00 PM - Downtown Boston Career Center(Boston) cecs Scheduling

Notification Details

Notice Date: E;’GDICH}DD Attend by: EIGDI{H}DD

Service History

Scheduling/Re X R Residy Address
O 0 @ers B Confirm Current Scheduled Appointment Address: B2 Tobeemch ivd
[] Good Cause - B
O Exempted [ | | Are you sure you want to delete this Job Seeker from this Scheduled City: |Boston
Schedule (Seleq @ Career Center Seminar? State:JMA Zp:fo2110-

Schedule 4 Filter Schedule
- 03313032020'— Drigin Zip Code: (02110-

Yes Mo | (% Career Center (Distance)

[~ 0a/myz0z0 |

,—!: | Downtown Boston Career Center_+ |
[ |04/02/2020 oo jorowrmower oSt car oot o et € Location
[ |04/06/2020(01:00 PM [Downtown Eoston Car [Boston o j0/30 [ =
[ |04/08/2020(09:30 &M [Downtown Eoston Car [Boston o j0/30

From: [03/27/2020 C|
Row 1 of 13 —I v To: 0442742020 Q Search

Date Staff ID Category Service Result Career Center
Wiew

Cloze

MOSES 101

Note the pop-up window will ask if you want to delete this Scheduled Career
Center Seminar from the system.

Simply hit the Yes button and the claimant will no longer be scheduled to
attend the event.

Note: To reschedule the Job Seeker, follow the procedure covered in To
Schedule a Profiled Job Seeker to Attend a Career Center Seminar /
Orientation Scheduling event by highlighting and checking off the box on
their new date and time, clicking Schedule Job Seeker and then use the
Close button to save the record. .

SHORT CUT: To cancel and reschedule the Job Seeker, simply check off
the box of the new date that they wish to attend and click Schedule Job
Seeker.

MOSES will automatically cancel their previous scheduled date and replace
it with this new date.

Manual May 2020
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To Schedule a Non-MOSES Registered Job Seeker

to Attend a Career Center Seminar / Orientation
Scheduling event

1. To schedule a Non-MOSES Registered Job Seeker simply use the
regular Job Seeker Scheduled Events window.

‘:,‘| Massachusetts One Stop Employment System - User Acceptance - AWS  Staff [D: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor
File JobSeeker Employer Training Events Program Reports Feedback Administration GoTo Window Help
[ &) Event Maintenance > @

Mass Entry ¥

Event Scheduling

CC5/Orientation Scheduling

Q Job Seeker Scheduled Events EI@
Event Schedul e
ven seheduls B Bl |R0z0 =
Ewent Name Location Career Center Schedule  Scheduls Participants/ SMTwWTFS
Date Time Openings —_—_—

123 4
56 7 89101

Career Center Seminar Conference Foom Southbridge Career Cente [04/14/2020 |09:30 &M |02

1203 1415181718
[Career Center Seminar [Conference Roam [Southbridge Career Cente|04/15/2020 [01:30 PM [0/12 1820 21 2223 24 25
[Caresr Center Seminar [Conference Room [Southbridge Career Cente|04.16/2020 [01:30 PM [0/12 26 27 28 2930
[Career Center Seminar | |Southbridge Career Cente|04/16/2020 [02.00 PM [0/25

Search Criteria

Job Seeker/Employer:

% Job Seeker  Employer
Career Center:

Southbridge Career Cente_v
Events:

Career Center Seminar v

Selected Date:
Shaw Selected Week
Show Selected Month
Row 1 of 5

Participants ‘ Edit | Add Event Schedules Delete Close

2. Click Participants.

r&l Job Seeker Event Participation Entry

Scheduled Event

Marme: [Career Center Seminar Facilitator: ERTERY I~

Career Center.  [Southbridge Career Center Co-Facilitator 1 hd

Drate: [04413/2020  Time:  |0530 AN Co-Facilitator 2 -
HNon S5NE  Job First Mame: Last Name Phone No RESE& Review  Scheduled
Moses -  SeskerlD Deadline B
Applicant

Quick Search Add | 0K Cancel GotoJob Seeker
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3. Check off the Non-MOSES Applicant Box.
Now all you need to fill out are the First Name, Last Name and Phone

Number fields.
Click OK and the customer is enrolled in the Event.

‘tﬂ Job Seeker Event Participation Entry

Scheduled Event

Mame: |Career Center Seminar Facilitataor: DBa&IL hd

Career Center:  [Southbridge Career Center Co-Facilitator 1: hd

Date: [04413/2020  Time: 0930 AM Co-Facilitatar 2: -
Hen SSME Job First Wame Last Mame FPhone Mo RESEA Review  Scheduled
Moses = Seeker 1D Deadline By
Applicant

] : il I Y

Quick Search Add Delete | Ok | Cancel Goto Job Seeker

e their MOSES registration is done and their attendance is added to their
i record. That can be done by adding them to the event they attended (once
they are registered) or on the Event tab in the Job Seeker record.

S
’\?C: Note that this customer will not have a record of attending this event until
\
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Browse the Job Bank

Overview

You can look at a list of Job Orders in MOSES without matching to a Job
Seeker’s particular preferences or skill set.
This is called browsing the Job Bank.

The only required information for browsing the Job Bank is either a job title
or city/town.

This results in a broad list of job orders.
The more preferences you set for your browse, such as Expected Pay,

Shift, and Duration, the more targeted or limited the resulting list of Job
Orders will be.
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To Browse the Job Bank by the City/Town List

1. Click Job Seeker on the MOSES main menu bar and select Job Bank
Browse.

Q‘l Massachusetts One Stop Employment System - User Acceptance - AWS  5taff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor
File Job Seeker Employer  Training Events Program Reports  Feedback Administration GoTo  Window Help

lob Seeker Services a | AB | i @
Documents >

Correspondence >

View Notes

Scanning

lob Bank Browse
Barcode Card

DTA Cleck File

Caseload Management

2. To do a broad browse by City/Town, scroll down the City/Town List
on the Job Bank Browse window and select a city(s) or town(s) from
the list.

A sob o e |
"Keyword Expected Pay Shift
ﬂ | rPay: | $.00  Pay Unit | - | rFirst [ Second[ Third[~ Fotatingl  Splitl
Duration
[~ Part-time less than 4 days [~ Part-time greater than 150 days [ Part-time from 4 thru 150 days :
[ Fulktime less than 4 days [~ Fulktime greater than 150 days [ Fullime from 4 ti 150 days News Jobs in the last I days.
City/T own List Selected Citv/Town
Ahbingtorn ~ b5 |
Acton . Use Map |
w |
Job Titles/Skills | Common Skillz | Educationl Industr_l,ll ~Selected Job Titles/Skills —— Job Category
— Search By [ -1

* JobTitle (" JobSkils ¢ Job Categaory

| Search |

= Dccupations -
- Accountants
- Accountants and Auditars
- Actars
-- Actuaries
[ Acupunchurists
[ Acute Care Nurses

-- Adapted Physical Education S pecialists c 1 Iob Bark
-- Adhesive Bonding Machine Operators and Tern » SR B

< > < > Cloze

] Ik

Alternate Titles

N Cities and Towns are listed alphabetically.
\ — From Abington to Yarmouth.
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3. Click the )) button to move the selection(s) to the Selected City/Town

box.

A\

drag and drop the selection into the appropriate list.

To select or deselect the town or zone, either select it and click the
appropriate >> or << button, double click on the town or zone, or select it and

ra‘l Job Bank Browse

Preferences

Keyword Ezpected Pay Shift
Pay: | $.00  Pay Unit: >

Duration

[ Part-time less than 4 days
[ Full-tire less that 4 days

City/Town List Selected Citu/Town

[ Part-time greater than 150 days
[ Fulltime greater than 150 days

[ Parttime from 4 thru 150 days
[ Full-tire from 4 thiu 150 days

(o8 =

First|” Second[™ Third[™ Rotating] ™ Spiit[™

Mew Jobz in the last days.

Abington s £ Boston - Allston
Acton Boston - Back Bay
W 4

Job Titles/Skills | Comman Skills] Educationl Industr_l,l] Selected Job Titles/Skille

L]

Use Map
v

Job Category

Search By
+ Job Tile ¢ JobSkills ¢ Job Category

| ok Search

= Occupations
B]- Chefs and Head Cooks
[- Cooks, &l Other
Bl Cooks, Fast Food
Cooks, Institution and Cafeteria
Caoks, Private Household
- Cooks, Restaurant
- Cooks, Short Order
- Food Cocking Machine Operators and Tenders

)l

E-E-E

<

| =l

Search.Job Bank

> Close

Alternate Titles
Fry Cooks

Boston is divided into 19 areas.

T\
(.
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e The Use Map button displays a map of Massachusetts split up into 16
— geographic areas, along with the five bordering states.
This list corresponds with the list in the City/Town List box.
This is an alternative way to select the cities and towns where the Job
Seeker is willing to work.

Uze Map

Q| Selected Towns X

Lower Merrimack
Valley
Horth Shore

Franklin/
Hampshire

Metro , 1
South west
Hampden : South Shore

Berkshire

=T I e
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Detail of one of the 16 area

|

4
(¢}

You can click on the city or town on the map and add it to your list.

\/;

The green pyramid indicates that you have selected the town.
To deselect it, click on the city or town.

You can click the New Region button to select a New Region

without leaving the Use Map window.
Click the Close button to return to the Job Bank Browse window.

|

4
(¢}

\/;
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4. Click the Search Job Bank button on the Job Bank Browse window.
MOSES displays all of the jobs in the cities and towns selected,

. . Search Job Bark
regardless of job title.
(a‘| Job Bank Browse Results EI@
Matching Job Orders - 223
Job Order ~
Mumber  Job Listed Mame Position Fap/v'ear City Job Order Type
| 13126081[02/04/2020 [Earl of Sandwich USA [Earl of Sandwich Boston Coi | 20,280 [Boston |Regular
| 13126079[02/04/2020 [Earl of Sandwich USA |E arl of Samdwich Boston Cor | 20,280 [Boston |Fegular
| 12993832[12/26/2019 |[ENCORE Boston HARBOR |Cack 1- Fine Diring | |Eoston |Fegular
| 13126066[02/04/2020 [BOSTOM BEER CORP |itcherLine Cook | |Eoston |Regular #l
| 13187072[03/11/2020 |Madland Girille |Cook | 26,520 [Boston |Fegular
| 13121345[01/22/2020 [Boston Children's Hospital |Cack | |Eoston |Fegular &l
| 13126062[02/04/2020 [Boston Children's Hospital |Cack | |Eoston |Fegular &l
| 13167078[03/11/2020 JALPHA OMEGA GAMING CAFE jcook | 26,520 [Boston |Regular
| 13m0141 [12/30/2019 |Longhom Steakhouss |Lire: Cook. | |Bostan |Regular
| 13126058[02/04/2020 [Bay Cove Human Services |Cock-Per Diem | |Eoston |Fegular &l
| 13126057 [02/04/2020 |Lupali Companies |Pizza Maker | |Eoston |Fegular =0
| 13188433[03/17/2020 [By Chlae Fenway |Back OfHouse Team Memt | |Eoston |Fegular RIg
| 13126055 [02/04/2020° [Five Star Senior Living Inc. |Caak. | |Bostan |Regular #l
| 13126054 [02/04/2020 [Five Star Senior Living Inc. |Cack | |Eoston |Fegular &l
| 13190746[03/17/2020 Mariott Intemational Incorporate [Moonlight Cook - W | |Eoston |Fegular RIg
| 13126050[02/04/2020 |[ENCORE Boston HARBOR |Cack 1- Fine Diring | |Eoston |Fegular
| 13223078[031 772020 |Qlive Garden |Prep Cok. | |Dorchester  [Reaular RIA
Row 1 of 223 v
Edit | Wiew Details | Cloze |

If you would like to sort any of the columns by ascending or descending
order, simply right click the top cell of the column you would like to sort by,

'\\\’:C click Sort and select Ascending or Descending
W= ) ! Ascending Sort ¥
Descending Print ¥

!

The flag icon ﬁj
federal contractor.

indicates that the Employer who listed that Job Order is a

W\

r‘;

The key icon = indicates that the Employer has asked a career center to
list that Job Order as a Confidential Job Order.

That is that the employer is not identified on the posting and rather that the
career center be identified as the contact information.

Staff can view who the employer is in MOSES, but job seekers on JobQuest
will not see the company name.

§

\{\\\y 3

§

The AJB icon RIH indicates that the Job Order comes from an alternative
job bank and has been downloaded into MOSES.

2

f E
s
\
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5. Select the Job Order and click the Edit button or double click on the

Job Order to open to the actual Jo

b Order window.

Job Order (13254388) - Cook

‘racker Barrel THE #2004 ID: 1306891

[o][®|ms)
=

Company Mame: |Cracker Barel
Company Address]1048 South St
Company Country: [Urited States of America
Company City:  |[Boston
Company State:  [Ma

Job Location Country:

Fipe 02110
» Career Center: | Southbridge Career Center 3|

MOSEST02 hd

Job Description

Job Location City:

¥ Aszzigned To: Job Location State:

¥ |z job location different than the location of the employer 7
Job Location Address:

Job Location Zip Code: |02110-

Job Specification l Pay Specificationl Referal Information] Skill Set l Selected Job Seeketsl Job Order History]

O es & [~ Restricted
[1048 South St [ Confidential
| Created By MOSES102

| United States of America | Created Date: 3/27/2020 08:31:
Created Office:  [Southbridge Career Center

Boston Wit Address: |orackerbarel com
Massachusetts hd

rJob Detalls Typing Speed: [w.p.m)

¥ Shift
. i Original Mumber of Openings: l_

0
¥ Job Tithe: Cook. * First (" Second " Thid » Openings: l_ Openings Filled: l_

" Raotatng " Split .
» Job Category: | Regular - Refenals Made:

FLC Statuz: |None _»| [ PerDiem ‘wiork Hour:
» Jab Status: Open > Frar: [00:00 M = To: [00:00 AM =
¥ Duration: | Full Time greater than 150 Days = | ¥ Close Date:[12/26/2020 g » HoursMweek: 40.0
Othe:

e T —  jlaioaoe =[] Empawerment Zane

Fn;light our customers with their taste and timely delivery.

" Yes @ Mo |3 this an Apprenticeship Position? 7 “es ™ Mo

& are looking for a skiled Cook, to prepare delicio_us meals according to menu. You will cook dishes that will

Expand Detail | [Send to US.Jobs
|5 this a Union Position? [ * Send " Don't Send

[ Affimative Action [ Enterprise Zone

Public Transportatio
" Yes " No {* Unknown

Employer |

Run Match | ak |

Cancel |

6. Click the Cancel button to return to the Matching Job Orders window.

7. Click the Close button to return to the Job Bank Browse window.

(a'l Job Bank Browse

(=2 ==
Shift

Preferences
Kepword Exp d Pay

Pay: | $.00  Pay Unit |
Duration

[ Paittime less than 4 days
[ Fulltime less than 4 days

[ Parttime greater than 150 days
[ Fulltime greater than 150 days

City/Town List el

] First| Secondl™ Third[™ Rotating]™  Spitl

[ Part-time from 4 thru 150 days
[ Fulltime from 4 thiu 150 days

ted Citv/Town

Mew Jobs in the last days

Acton
v <

Ahington - A
[«

Job Titles/Skills l Commar Skills] Educat\on} Industr”

Search By

& JobTitle ¢ JobSkil: ¢ Job Category
cook Search

= l]_ccupations

- Chets and Head Cooks

- Cooks, &l Other

+]- Cooks, Fast Food

+]- Caoks, Institution and Caleteria
- Caoks, Private Housshold <
- Cooks, Restaurant

- Cooks, Short Order

- Food Cooking Machine Dperators and Tenders

El =]

<

Boston - Allston ~
Boston - Back Bay

Selected Job Titles/Skills

Eooks Fast Food
Cooks, Restaurant
Cooks, Shart Order

Usze Map
¥

Job Categorp

=2

Search Job Bank

> Close

Alternate
Fry Cooks

Titles
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To Browse the Job Bank Using the Occupation Title
and City/Town List

1. Type ajob title in the Search By box.

For example, if the Job Seeker were looking for a job as a cook, you
would type cook in this box.

2. Click the Search button. A list of Occupation titles matching your
criteria in the Search By box is displayed.

‘2‘| Job Bank Browse EI@
Preferences 5
Keyword Ezpected Pay Shift
Pay: | $.00  Pay Unit e First| Second[ Third[ Rotating]™  Split]
Duration
[ Parttime less than 4 days [ Part-time greater than 150 days [ Part-time from 4 thru 150 days .
[ Fulltime less than 4 days [ Fulltime greater than 150 days [ Full-time from 4 thiu 150 days Mew Jobs in the last days.
City/Town List Selected Citv/Town
wiellesley ~ b33 Boston - Allstan -
Matick Boston - Back Bay Use Map
Job Titles/Skill | Common Skils | Education | Industy | Selected Job Titles/Skills Job Category

Search By [ |
(¢ Job Title " Job Skil: ¢ Job Categary

| ok Search

=3 IJ ccupations
[l Chefs and Head Coaks

B Coaks, All Dther »
[l Caoks, Fast Food

[l Cooks, Ingtitution and Cafeteria
[- Cooks, Private Household

-- Cooks, Restaurant

[l Cooks, Short Order

F- Food Cooking Machine Operators and Tenders Search Job Bank

€ > Cloze

Alternate Titles
Frv Cooks
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‘a¥
L
iy

Your choice between searching by the Job Title or Job Skills or Job

- Category radio buttons determines the type of list displayed in the data
window.
For example, using the Job Title: cook resulted in a list of different types of
cooks.
When you click on the “+” sign or double-click the occupation title, a list of

\

skills associated with that occupation title appears.

'a'| Job Bank Browse

Preferences 5
Keyword Expected Pay Shift

Pay: | $.00  Pay Unit: ,—Ll
Duration

[ Parttime less than 4 days
[ Fulltime less than 4 days
City/Town List

[ Part-time greater than 150 days
[ Fultime greater than 150 days

[ Part-tirne from 4 thru 150 days
[ Full-time from 4 thu 150 days

Selected Citv/T own

=N E=R =

First|~ Second[™ Third[ Rotating]  Split]

Mew Jobs in the last days.

Boston - &llston

Matick Boston - Back Bay
L <4

wiellesley ~ ﬂ
|

Job Titles/Skill: | Cammon Skills l Educationl Industr_l,ll Selected Job Titles#Skille

L]

Use Map
v

Job Category

Search By
t Job Title  Job Skil: ¢ Job Category

| caak Search

= Occupations
[ Chefs and Head Cooks
- Cooks, Al Dther
Cooks, Fast Food
Cooks, Institution and Cafeteria
Cooks, Private Household
Cooks, Restaurant
Cooks, Short Order
- Food Cooking Machine Operatars and Tenders

>
]

..
-
B
&

<

| =l

Search Job Bank

> Close

Alternate Titles
Fry Cooks

Search By
{ JobTitle ¢ JobSkills ¢ JobCategory
|n:|:u:uk Search
-- Cocks, Fast Food A

-- Cock.s, Institution and Cafeteria
=8 C . Private Househ
- Clean the kitchen
- Order grocenes and supplies

i Plan and prepare meals

L Serve meals
- Cooks, Restaurant
- Cooks, Short Order
- Food Coaking Machine Operators and Tenders o

=1...I51
=l

1
=
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“cook” the resulting list displays a brief description of the skills including

N If you had selected the Job Skills radio button and searched using the skill
=

\ —

those letters / words.

When you click on the “+” sign or double-click the skills selection, a list of
occupation titles that may use that skill is displayed.

[ Parttime less than 4 daps
[ Fulltime less than 4 days

City/T own List

[ Part-time greater than 150 days [ Part-time from 4 thiw 150 days
[ Fulltime greater than 150 days [ Fulltime from 4 thru 150 days

Selected Citv/Town

wellegley
Matick

Job Tites/Skils | Common Skills] Education] Industry]

‘a'| Job Bank Browse EIIEI
Preferences
Keyword Ezxpected Pay Shift
Pay: | $.00  Pay Unit: b First [ Second[ Thid[~ PRotating[™  Sphtl—
Duration

Mew Jobs in the last days.

~ »r Boston - Allstan
[«

Boston - Back Bay
("] <

Selected Job Titles/Skills

Search By

| caak

" Job Title & JobSkils ¢ Job Category

Search

~

Use Map
v

Job Category

= Skills

Cook Food In Restaurant
Cook. [ Quantity

Agsist Cooks, Clean Kitchen

Clean and prepare various utensils for cooking o 3y
Cook Food |n & Fast Food Restaurant

Cook To Order & Yariety Of Foods Requiring S
Operate Cooking Equipment
Operate Equipment That Mixes, Blends Or Cook

> <

=1

Search.Job Bank

Close

Alternate Titles

Search By
(" Job Title @ JobSkillz: " Job Category

| ook Search

i Food Cooking M achine Operators and Ter
- Prepare & Cook. Family-Style Meals For Institutio

‘. Faod Freparation and Serving Related 'Wor
- Preparng & Cooking Entrees
- Preparing % Cooking Fruits, Wegetables & Starch
- Preparng % Cooking Sandwiches

L]

W
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3. Select an Occupation Title and click the )) button to move it to the
Selected Job Titles/Skills box.

(a'| Job Bank Browse EI@
Preferences 5
Kepword Expected Pay Shift
Pay: $.00  PaypUrit - First[~ Second[ Third[™ Rotating] ™  Splitl
Duration
[ Parttime less than 4 days [™ Part-time greater than 150 days [ Part-time from 4 thu 150 days )
[ Fulltime less than 4 days [ Fulltime greater than 150 days [ Fullktime from 4 thru 150 days Hew Jobs in the last days.
City/Town List Selected Citv/Town
wiellesley A > Boston - Allston A
I atick Bostan - Back B
ahic v o ozhan - Back Bay v Usze Map
Job Tites/Skills | Common Skilk | Education| Industy | Selected Job Titles/Skills Job Category
Search By -

t# Job Title ¢ Job Skil: ¢ Job Category C

ook, Fast Food

| ook Search Cooks, Restaurant

[El- Dccupations Cooks, Shart Order

[l Chefs and Head Cooks
Cooksz, All Other 5

b
Cooks, Fast Food J
[<]

Cooks, Institution and Cafeteria
<

- Cocks, Private Household

-- Cooks, Restaurant

- Cooks, Short Order

- Food Cooking Machine Dperators and Tenders Search.Job Bank.
< > Close

Alternate Titles
Dinner Cooks

2 To select or deselect the occupation title or skill, either select it and click the
\\ﬁ; appropriate >> or << button, double click on the occupation title or skill, or
== select it and drag and drop the selection into the appropriate list.

MOSES 101 Manual May 2020

183



4. Click the Search Job Bank button.
MOSES displays the Job Orders that match your new search.

Search Job Bank,
(a‘l Job Bank Browse Results EI@
Matching Job Orders - 224
Job Order ~
Mumber  Job Listed Mame Position Pay./ear City Job Order Type
| 13175212[0310/2020  Waramark |Caok - Univ -Bsr Dining Hall | |Boston |Regular ATE
| 13188881 |03/17/2020 [Sodexe [Umass Frep Cogk [ |Boston |Regular ATE
| 1530155[10/06/2012  [Dlive Garden |Line Caak [ |Dorchester  [Regular ATE
| 13126052|02/04/2020 |[EMCORE Boston HARBOR  |Asst Chef-Sous Chef [ |Boston |Regular
[ 13187070 [03/11/2000 [BLPHA OME GA GAMING CAFE [cock | 26520 [Boston Feguar
| 13171903]03/10/2020  Jilexion Phamaceuticals |Head OF Belonging [ |Boston |Regular ATE
| 13126055]02/04/2020  [Five Star Seniar Living Ine. |Caak [ |Boston |Regular #l
| 13126056]02/04/2020  |Lupali Companies |Fizza Maker [ |Boston |Regular =0
| 13187072[03/11/2020 Madiand Grile |Caok. [ 26,520 [Bostan |Regular
| 13172275[03/10/2020 [Toro Restaurant |Line Caak [ |Boston |Regular ATE
| 12830550[11/08/2019  [Easton Children's Haspital |Caok (evening shifts, 11am & | |Boston |Regular #l
| 13126064 [02/04/2020 |[BOSTON BEER CORP |[Kitchen/Line Cook | |Boston |Fiegular #l
| 13187074|03/11/2020 J&lpha Omega Gaming Cafe Ltd [Cook [ 26,520 [Boston |Regular
| 12850982[11/13/2019 |[Bay Cove Human Services  [Cook-Per Diem [ |Boston |Regular #l
| 13126071 [02/04/2020 |39 Restaurant |Line Caoks [ |Boston |Regular
| 13191006]03/17/2020  |Delavars Morth Compary |Frep Coak, Td Garden [ |Boston |Regular ATE
| 13187075[03/11/2020 |Madiand Grile |Caok. [ 26,520 [Bostan |Regular
Row 1 of 224 v
Edit | Wiew Details Cloze
57

You can continue to narrow your search by completing the remaining
preference details on the Job Browse Bank window.

2

i E
\W s
\

You can also search by the Keyword field (in the Preferences section).
When you enter a descriptive word in the Keyword field, MOSES searches
for those letters in the Job Order, Job Title and Job Description fields.
For example, if you type “excel” in the Keyword field, the browse will bring

2 up any Job Order that has excel listed in the job description.

\\\ﬁ = It would also bring up any Job Order that has excel as part of the job title,

3 such as Excel Spreadsheet Expert, Excel Spreadsheet Guru, etc.

It will also bring up any Job Orders that include “excel” as part of a job title or

job description, such as “excellent”.

Or if you type the word "cook", MOSES will bring up any Job Orders with

those letters listed in the job duties or job title.
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Create or Modify Job Matching Criteria for a Job
Seeker

Overview

The Match Criteria program is used to match a Job Seeker with a
suitable Job Order.

You and/or the Job Seeker enter the Match Criteria.

When Match Criteria is selected, this window contains two tabs,
Preferences and Skill Set.

Both must be completed to correctly match the Job Seeker with a Job
Order.

The information entered on these tabs creates the Match Criteria.

From the Job Seeker's perspective, the more skills you can add to the
Match Criteria, the greater the chance you have of meeting an employer’s
requirements.

when completing the Job Seeker information fields on the Full tab, General
Information sub tab, in the Education section.

This is because employers often request that job seekers have a
minimum/certain level of education.

The job match for a candidate’s education is done from the Full tab —
General Information sub tab.

T It is important that you record the Job Seeker’s highest level of education
(o4
=
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To Enter the Match Criteria for a Job Seeker
(Preference Tab)

1. Open a Job Seeker Membership record.
This record must have a Full Membership.

That is the Full tab — General Information sub tab , the recommended

fields must be filled out.

Job Match must have been selected (check off the Apply box) in the

Programs section on the Basic tab.

Both of these items must be completed before you can enter the

Match Criteria.

S8N: XXX XX-0013ID: 12877192

QH Job Seeker Membership (Werk, lvana) EI

|Career Planring | =] E

Special Accommodations

Basic lFuIIl Educationl whark, Historyl Events] Alertsl l Servicesl Special Programsl Survey
General Information Residence Address l l
k First Mame:  [lvana tdiddle Initial: |— Y
* Last Mame: ek b Sew | Chose nat to answ_v | b fddress: [22 Jobsearch Bhed
¥ Diate of Birth: |01/01/1385 ¥ b Military: |1 Yes % Na [
Release Information?: | Yes © Mo POtherEligible | T Yes  ©* Mo b Countr: | Urited States of America &3 |
13 i - b City:
¥ Ethnicity Hispanic or Lating ™ Yes © Mo Zy o211 for Becon
» Race v white [V Black or African American D S fassachsclls) =l
[T Asian [ Amencan Indian or &laskan N ative [ Enterprise [ Empowerment [ Renewal
[ Other [ Hawaiian N ative or Other Pacific |slander - — -
™ Information Mot Available [ &ddress Not Available [ Mailing Address different
P o o - idential: idential:
Prog Last Rep Service Date: 13/26/2020 Confidentiat [C5es C/No - HITG Confidertiat | ™ Yes © No
» | Contact
Program Mame Apply F'rogram Status Histary Primary Phone: J[ ] - Ernail: |
Joh Match 0. I e Other Phone: |[ ] - [ =l
i ]
Prograrn Eligibility r~ :l =) wWeb Address: [ [ Prefers Emails

¥ Worked in agriculture or food processing in | ¢ ez & Np Career Center ‘

the last 12 months?

Trade Eligibility | Match Criteria | | EIigibiIityEriteria| 0k |

Caneel

Notice that the Program Status for Job Match shows “Info. Incomplete” if

\R’i‘«cc . '
\tﬁﬂ the Match Criteria has not been entered or updated.

Once the Match Criteria have been entered, the Program Status changes to

“Info. Complete-On”.
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2. Click the Match Criteria button on the opened Job Seeker’s record.
The Job Seeker Match Criteria window appears with the Preference
tab active, which is the MOSES default.

The left side of the window displays the geographic areas that can be
used to designate any Workforce Board + City/Town preferences.
The right side of the window displays the Availability tabs (1, 2 and 3),
which lets you enter up to three different sets of preferences for the
Job Seeker.

=

You can also access the Match Criteria button through the Job Seeker
Search Results window by selecting a Job Seeker Membership with the
E icon, as long as the Job Match program has been previously done.

J k atch Crtena

‘a‘i Job Seeker Match Criteria (Werk, lvana) EI@
Werk, Ivana|SSN. XXKXRO0ISD: 12677193 = >

Freference l Shill setl
Workforce Board + City/Town

Hovailabilityl ] tailabilty2 | Availabiity3 |
Berk shire ~ Selected Towns / Zones
Boston [~ Mo Geographic Preference

Erriztal B
Brockton
Cape and |glands

Central o

Franklin Hampzhire
Greater Lawell
Greater Mew Bedford

Hampden
Medtimack W allay v
Zones
Connecticut ~
M aire
Mew Hampshire w

+ Confidential
Employer will not see contact information of
" Yes applicant onJobQuest.
N Employers will see contact information on
©  JobQuest and can contact applicart.

Preferences

Use Map *Pay
¥ Expected Pay: $.00 » Pay Unit: b

+Duration
[ Full-Time, ower 150 Days [ Part-Time, over150 Days
[~ FulkTime, 4 thru 150 Days [ Part-Time, 4 thru 150 Days
[ Fullk-Time, 1 thru 3 Days [ Part-Time, 1 thru 3 Days

* Shift

[ First [~ Second [ Thid
[ Rotating [~ Split
Pref C
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3. Complete the following required * fields on the Preference tab for

Availability 1.

‘a‘i Job Seeker Match Criteria (Werk, lvana)

Freference l Shill setl
Workforce Board + City/Town

- Berkshira ~
- Boston

- Briztol

- Brockton

- Cape and |glands

- Central

- Franklin Hampshire

- Greater Lowell

- ireater Mew Bedford

=)

- Hampden
- Medtimack W alley v
Zones
Connecticut ~
M aire
Mew Hampshire v

» Confidential

" Yes applicant onJobQuest.

N Employers will see contact information on
©  JobQuest and can contact applicart.

[ ]
Werk, lvana _|ssN XOUKKOOISD: 12877198 = .

Availability] ] dailabilty2 | Availabiity3 |

Selected Towns 7/ Zones
[~ No Geographic Preference

5
=

Use Map *Pay
¥ Expected Pay: $.00 » Pay Unit: b
+Duration
[ Full-Time, ower 150 Days [ Part-Time, over150 Days
[~ FulkTime, 4 thru 150 Days [ Part-Time, 4 thru 150 Days
[ Full-Tirme, 1 thru 3 Days [ Part-Time, 1 thru 3 Days
* Shift
[ First [~ Second [ Thid
[ Fotating [ Spit

Preferences

Employer will not see contact information of Pref C

Select the places where the Job Seeker would like to

The list is organized by Workforce Boards.
Click the + sign or double click on the selection to

expand the Workforce Boards to show all the cities
and towns in that Workforce Board.
Highlight the choices and move them to the right

Highlight your choice and click the )) button or and
drag and drop the selected cities and towns into the
Selected Towns/ Zones box.

(Double clicking does not work here because of the
tree structure.)

Better matches will occur with selected cities or towns.

Field Name Required Action
Workforce
Board + work.
City/Town

panel.
Zones

MOSES 101 Manual

In addition to selecting the Workforce Board +
City/Town, you can also select the Zone (bordering
out-of-state areas) where the Job Seeker is willing to
work.

Click the )) button or select the Zone and drag and
drop the selected zone into the Selected
Towns/Zones box.
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Field Name

Required

Action

Use Map

No
Geographic
Preference

Expected Pay

Pay Unit

Duration

Shift

Preference
Comment

Confidential

MOSES 101 Manual

You can also click the Use Map button to view a map
of Massachusetts split up into 16 Workforce Board
areas and the five bordering states.

Check this box if the Job Seeker has No Geographic
Preference concerning work location.

Only click this if the Job Seeker is truly willing to travel
any distance or relocate to any place in
Massachusetts or the surrounding states for a job.
Choosing this option erases any city, town, SDA, or
zone previously selected.

It also disables the ability to choose any city or town.

Type the minimum Expected Pay the Job Seeker will
accept. Keep in mind the minimum Wage.

You will get a pop-up alert if you request positions
below the minimum wage.

Select Pay Unit from the dropdown list.

Select the Duration (length of employment) that the
Job Seeker is willing to work from the check boxes.
(The Job Seeker can choose more than one duration
but must choose at least one.)

Select the Shift that the Job Seeker is willing to work
from the check boxes.

(The Job Seeker can choose any number of shifts but
must choose at least one.)

Type any Comments regarding the Job Seeker’'s
preferences that were not already entered on this
window.

These comments are for staff use and not used in the
Match Criteria.

Select:

Yes, if the job seeker does not want the employer on
JobQuest to see the job seekers name and contact
information.

No if the job seeker does want the employer on
JobQuest to see the job seekers name and contact
information.

May 2020
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!

‘\,

Although there are three Availability tabs, you are not required to complete
all three tabs.

However, in order to continue with this process, you must complete the
Availability 1 tab.

s
o

!

Click the Use Map button if you prefer an actual map of Massachusetts and
its sixteen Workforce Board areas and surrounding zones.

This is one of the easy ways to select the areas where a job seeker is willing
to travel for work.

\

\

§

Note the No Geographic Preference check box.
For customer that will go anywhere you can check the box off and it will give
all statewide job listings for the occupation selected.

e}

§

In the Workforce Board + City / Town field the + icon in front of the Area if
clicked displays all cities and towns in that demographic area alphabetically.
This is handy if the customer is only interested in certain cities and towns in
their area.

1C
\\,

§

To deselect the town or zone, either select it and click the {( button, double
click on the town or zone, or select it and drag and drop the selection back
into the Workforce Board + City/Town or Zones boxes.

\

\
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\\iﬁ: Click on the Availability 2 and Availability 3 tabs to enter additional
\ — preference sets, if desired.

These could be used if the Job Seeker was willing to work other shifts but
would only do so for a higher salary.
Another example is if the Job Seeker was willing to work in a geographic

location that is different from the location(s) listed in the Availability 1 tab,
but at a different salary.

ra‘i Job Seeker Match Criteria (Lechat, Sammy) EIIEI
Lechat, Sammy SSN: XXX-XX-0001 [D: 12877196 © F
Preference l Skill Set l
Workforce Board + City/Town Awvailabii]  Awailabiity2 lAvaiIabiIit}lB] Clear al
w “ Selected Towns / Zones
[~ Mo Geographic Preference
3y whestport

ape and |glands

eritral o

ranklin Hampshire Preferences

reater Lowell Use Map » Pay
-- Greater New Bedford » Expected Pay: $14.00 » Pay Urit: | Hour hd
" Hampden + Duration
B Mertimack Yalley g W Full-Tirme, over 150 Days [ Part-Time, over150 Days

Zones [~ Full-Time, 4thru 150 Daps [ Part-Time, 4 thru 150 Days
Eonnecticut ” [ Full-Tirme, 1 thru 3 Days [ Part-Time, 1 thru 3 Daps
I aine ) » Shift
Mev Hampshire v W First [~ Second [~ Thid
> Confidential B ity Wl S
Employer will not see contact information of Pref C k

© Yes applicant on Jobuest,
&N Employers will see contact information on

@ JobBuest and can contact applicant.

Rur Match | ] 8 | Cancel

Clear Al

\\iﬁ: You can click the Clear All button to clear all the information that you
\( — entered.

The Clear All button is only available on the Availability 2 and Availability
3 tabs.
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To Enter the Match Criteria for a Job Seeker

(Skill Set Tab)

1. Click the Skill Set tab.

The Skill Set tab on the Job Seeker’s Programs window has five sub

tabs: Job Title, Skills, Common, Industry and Summary.
MOSES defaults to the Job Title sub tab.

These tabs are used to set up the Match Criteria for the Job Seeker’s

Skill Set.

N
=

Title and Skills.

Note that the window is no longer focused on geographic preferences or pay,
duration and shift preferences.
The focus is now on selecting the Job Seeker’s information pertaining to Job

| Search

= Dccupations
- Accountants
- Accountants and Auditors
- Actors
- Actuaries
-- Acupunchurists
-- Acute Care Murses
-- Adapted Phyzical Education Specialists

-- Adhesive Bonding Machine Operators and Ten w

>

5
<

(a'l Job Seeker Match Criteria (Werk, lvana) El@
Werk Ivana SN XXCGO0SID-TI8 s }
Preference § Rl aet ¢
Job Title l Skil s] Eommon] Industr_l,l] Summalyl
Search By Selected Job Titles
(¢ JobTitle ¢ JobSkils " Job Category

Alternate Titles

MOSES 101 Manual
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2. MOSES defaults to the Job Title tab.

3. Under Job Title enter the job that you are looking for.

ra‘i Job Seeker Match Criteria (Werk, lvana) EIIEI
Werl, lvama lS5% XOUXMO0D 1TSS = =

Preference  Skill Set l

Job Title l Skills ] Common] Industry ] Summary ]
Selected Job Titles

Search By
(¢ Job Tile ¢ JobSkile " Job Category
| cook Search

=- Dccupations
[- Chefs and Head Cooks
- Cooks, Al Dther 5
- Cooks, Fast Food
- Cooks, Institution and Cafeteria
-- Cooks, Private Household &
-- Cooks, Restaurant
-- Cooks, Short Order
(- Food Cooking Machine Operators and Tenders

Alternate Titles

1] 8 Cancel

.\*;3;'2: Your choice between searching by the Job Title or Job Skills radio buttons
\ﬁ{j, = determines the type of list displayed in the Search By box.

For example, a Job Title search using the word “cook” resulted in
occupations with that word in their occupation title.

When you click on the “+” sign or double-click on the occupation title, a list of
skills associated with that occupation appears.

If you had selected the Job Skills radio button and searched using the skill,
cook, the resulting list displays the skills that have the letters “cook” in the
skill description. When you click on the “+” sign or double-click the
selection, a list of occupations associated with that skill is displayed.
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4. Select a Job Title from the list.

5. Click the )) button to move the Job Title to the Selected Job Titles box
or drag and drop the selection into the box.

(a'| Job Seeker Match Criteria (Werk, lvana) EI@
Werk, Ivama [ss XOCXX0013D: 12877153 = e

Preference  Skill Set ]

Job Title l Skills] Common] Industly] Summaryl

Search By Selected Job Titles
f+ Job Title " JobSkils  Job Category

|cook Search

[=- Dccupations
3l Chefs and Head Cooks
- Cooks, Al Dther

- Cooks, Fast Food

[ Caks, Institution and Cafeteria

[ Cacks, Privats Housshold W

- Cooks, Restaurant

-- Cooks, Short Order
B~ Food Cocking Machine Operators and Tenders

Alternate Titles
Dirner Coolks

oK Cancel

Titles box and click the {{ button, double click on the occupation, or select

.\i’?fi To deselect an occupation, select that occupation from the Selected Job
= . ko
= the occupation and drag and drop the selection into the Search By box.
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6. Click the )) button to move the Job Title to the Selected Job Titles box
or drag and drop the selection into the box.

7. Please note that you can ONLY move Job Titles over to the Selected
Job Titles box.

(a'l Job Seeker Match Criteria (Werk, lvana) EI

(KX XX 0013ID: 12877193 @ E

Preference  Skill Set |

Job Title | Skillsl Commonl Industr_l,ll Summalyl

—Search By - elcled Job Tlles
& JobTile ¢ JobSkils ¢ Job Categary Chefs and Head Cocks

Icook o I Cooks, Fast Food
Cooks, Restaurant
El Dccupations Cooks, Short Order
[ Chefs and Head Codks

#1- Cooks, &l Other > |
ooks, Fast Food

ooks, [nstitution and Cafeteria

ooks, Private Houzehaold ® |
ooks, Festaurant

v Cocks, Shaort Order

- Fond Cooking Machine Operatars and Tenders

Alternate Titles
Fry Cooks

Fiun Match Ok Cancel
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8. Click the Skills sub tab.

The Available Skills data window displays the skills associated with
the Job Title(s) chosen on the Job Title tab.

In this example, the skills associated with the occupation “Chefs and

Head Cooks and Cooks” are displayed.

‘?,| Job Seeker Match Criteria (Werk, Ivana)

Freference  Skill Set
Job Title  Skills lEommonl Industr_l,l] Summar_l,l]

Available Skills

Analyze Menus ~
Analyze Recipes

Apply Comect Stain Removal Techhigues In Cleanings/H
Apply Food Decorating Techhiques

Apply Food Handling Rules

Apply Health/S anitation Standards

Apply Mutritional Practices

Apply Wine Charactenistics Knowledge

Cook Food In A Fast Food Restaurant

Cook Food In Restaurant

Cook In Quartity

Cook To Order A Yariety Of Foods Reguiring Short Prep.
Coordinate Banguets, Meetings & Related Events
Decorate Cakes

Determine Food & Beverage Costs

< >

.
_ |

erk, Ivana SS¥: XO0CXX0013ID: 13877193

(o]l 8]

Selected Skills

Cancel

9. Select all the skills that apply to the Job Seeker and click the )) button
to move each skill to the Selected Skills box.

\iif:: Job Match may be more successful when skills are selected for the Job
\ — Seeker.

Job Seekers will receive a higher ranking if their listed skills match the skills
listed by the Employer on the Job Order.

This means they will appear near the top of the match results.

.\*:ZZ: Remember you can use Microsoft tools like holding the Shift key down and
\e/ selecting two skills, everything in-between these skills will be selected.
= Or using the CTRL key, hold it down, this allows you to click on and select

the specific skills you want.
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10.Click the Common sub tab.

Notice that there are two additional sub tabs associated with the
Common sub tab: Computer Skills and Languages.

'al Job Seeker Match Criteria (Werk, lvana) EI@
Werk, Ivana S\ XOUOCONISID: 12877183 = ¢

Preference  Skil Set ]

Job Titlel Skill;  Carmmor l Industr_l,l] Summalyl

Computer skillz l Languagesl Selected Common Skills

Use Accounting Software [e.g. Peachires, Quickbooks] ~
Use Apple/Macintosh Computers

Use Data Entry Teminal [2.9. 5¥T, Mainframe Compute
Use Database Software [e.g. Oracle, Access]

Use Desktop Publishing Software [e.g. Pagemaker) %

Use E-Mail Saftware [e.g. Outloak]

Use Graphics/Drawing Software (2.9, Photoshop)

Use Internet Browser [e.g. Metscape, Internet Explorer)
Use Metworking/LAN Software [e.g. Movell, Windaws/M
Use Peripheral Devices [e.g. Scanners, Printers, Tape C < »
Use Personal Computers

£ >

11.Select the Computer skills that apply to the Job Seeker and click the
) button to move each skill to the Selected Common Skills box.

-\*;32"; Skills listed on the Computer skills sub tab are generic.
\\:;?, = The specific program names and equipment lists are examples only.
o Enter the details of the Job Seeker’s exact computer hardware and software
skills in the Work Experience and Education tabs.
You can also list them in the Other Skills note box on the Summary sub tab
for Match Criteria.
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12.Select the Languages sub tab.

ra‘i Job Seeker Match Criteria (Werk, lvana) EI@
Werc lvama lssv Xoooansmozme s ;

Praference kil Set l
Job Titlel Skills - Common l Industry l Summary l

Computer zkills  Languages l Selected Common Skills

Afrikaans
Albanian

Amharic
Arabic

Armenian

L4

American Sign Language

Arabic [Algerian)
Arabic [Eguptian]
Arabic [Lebanese]
Arabic [Moroccan)

Azerbaijani

T
]

| oK | Cancel |

13. Select the languages that the Job Seeker speaks and click the ))
button to move each skill to the Selected Common Skills box.

Now the Selected Common Skills box includes Computer Skills and
Languages.

=

=

T

MOSES assumes English as a viable language for all Job Seekers when
running the match.

If an Employer requires any language other than English_and lists it on the
Mandatory Skills tab of the Job Order, only Job Seekers with that language
skill listed will be matched.

If an Employer requires any specific education level and lists it on the
Mandatory Skills tab of the Job Order, only Job Seekers that meet or
exceed that education level will be matched.

The education level comes from the Job Seeker Membership - Full tab.

If an Employer requires a minimum age, in accordance with state and
federal laws, and lists it on the Job Specifications tab of the Job Order,
only Job Seekers with that meet or exceed that age will be matched.
This comes from the date of birth entry on the Job Seeker Membership
Basic tab.
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14.Click the Industry sub tab.

] Job Secker Match Criteria (Werk, lvana) =0 E=E =)

CXX-XX-0013ID: 12877193 @ E

Preference  Skill Set |

Jaob Titlel Skillsl Camman  Industy | Summar_l,ll

Industry
! ol
—Aszzociated Industries
> |
<4 |
< >

Fiun Match | QK I Cancel |

15.Click on the drop-down arrow in the Industry group box and select an
industry.

Note the choices in the Associated Industries area.

— Industry
Arts, Entertainment, and Recreation ] | |

—| Accommodation and Food Services ~
F Administrative and Support and 'waste Management and Femediation Services

Agriculture, Forestry, Fizhing and Hunting

tertainment, and R ecreation

Construction
Educational Services

Finance and lnsirance
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16.Highlight the Associated Industries where you want to work and
move it to the box on the right of the screen by clicking the )) button to
move each associated industry to the right. You can also drag and
drop or double click on your selection.

This is an optional sub tab.

‘a‘i Job Seeker Match Criteria (Werk, lvana)

erk, Ivana SSN: XXX XX 0013 [D: 12877193 = E

Preference  Skill Set l

Job Title] Skills] Commaon  hdusty l Summalyl

Industry
| Marufactuing-Food, Beverage & Tobacco, = |

Associated Industries
Wpparel Manufacturing
Beverage and Tobacco Product Manufacturing

Food Manufacturing b5
[ « 1

Leather and Allied Product Manufacturing
Teadile Mils .
Textile Product Mills

.\*ifg The choices on the Industry drop down list are equivalent to the NAICS
\v — Sector.
o The choices in the Associated Industries group box are equivalent to the
NAICS Subsector for the broad industry group chosen.
[NAICS = North American Industry Classification System]
This is helpful for those customers who would like to work in a specific

industry, like hospitals.
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17.Continue this process until all the Associated Industries where the
Customer wants to work are listed to the right.

This is an optional sub tab.

(a‘i Job Seeker Match Criteria (Werk, hvana) IEIE

SSN: DOO-XX-00131D: 12877193

Preference  Skill Set |

Job Titlel Skillsl Comman  [ndustry | Summar_l,ll

Indush

Performing Arts, Spectator Sports, and Related Industries

Arts, Entertainment, and Recreation hd ‘
’7| = \Amusement, Gambling, and Recreation Industries

—Associated Industries

Museums, Historical Sites, and Similar Institutions

Fun Match | ar I Cancel
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18.Click the Summary sub tab.

‘3‘1 Job Seeker Match Criteria (Werk, lvana) EI@
Werk, Ivana |SSN XSKXX0UISD 1387718 = F

Preference  Skill Set l

Job Titlel Skills] Common] Industry  Summary l

Selected Job Titles
Description Certified Mthe. Exp. Match »

|Chefz and Head Cooks [ v
5. Fa

Selected Skills
Description A
Apply Carrect Stain Remowval Techniques Ih Cleanin:

l4pply Wine Characteristics Knowledge

|Decorate Cakes

General Skills
Typing Speed [wp.m] [ Drivers License: hd

Other Skills

19.Complete the following Selected Job Titles information.

Field Name Required Action

Description Moses pre-fills this with the selected Job
Title.
Certified Check this box if the Job Seeker has a

national, state certification, license or
registration in that occupation.

Mths. Exp. Enter the Job Seeker’'s months of

(Months experience.

Experience) This can assist in better referrals to jobs.
Match Keep this box Checked if the Job Title should

be used in the Job Match.

This helps the Job Seeker match to the Job Order if the Employer required a
minimum number of months of experience.

Listing the number of months may improve a Job Seeker’s probability of
matching the Job Orders.

\\%”Zz Make sure you enter the months of experience on the Summary sub tab.
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20.Scroll through the list in the Selected Skills box to review the skills
that the Job Seeker selected.

Selected Skills
Dezcriphion ~
Apply Correct Stain Bemoyval Technigues [n Cleanin

[&pply Wine Characteriztics Knowledge

[Decorate Cakes

21.Complete the following General Skills information, if applicable.

General Skills
Typing Speed [wpm] | B5  Drivers License: |Fegular [Clazs D) x|

Field Name Required Action

Typing Type the Job Seeker’s word per minute
Speed (w.p.m.) typing speed.

(w.p.m.)

Driver’s Select the type of Driver’s License from the
License dropdown list.

22.Type in any other skills in the Other Skills box that the Job Seeker
has.

Other Skills

For example:
Other Skills

Can create Balloon animalzs / art; chewing gum wrapper chaing, gimp key fobs, and do card tricks.
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23.Click the OK button and Yes button to save the changes.
The Job Seeker Basic tab window reappears.

3 Job Seeker Membership (Werk, lvana)
‘Werk, Ivana

Basic | FuIIl Educationl wiark, Historyl Eventsl Alertsl

iX-0013 ID: 12877193

I Services | Special Programms I

[ Infarmation Mat Available

Survey
— General Information FesrmeAckzs | I
¥ First Mame:  Jwana Middle [ritial |_ .
» Last Name: erk ¥ Sex:  [Chose notto answ_v | ¥ Address |22 Jobsearch Bivd
¥ Date of Birth: |D1 /011985 el ¥ Military: Yes + Mo |
Releasze Information?: Yes © Mo »Other Eligible IE Yes [+ Mo » Country: [Urited States of America -]
3 i - b City:
¥ Ethnicity Hispanic or Latino  es  No e o210 B Bl
» Race W White ¥ Black or African American b Stale:  [Massachusells =l
[ Asian [~ American Indian or Alaskan Native [ Enterprise [ Empowerment [ Renewal
[~ Other [~ Hawaiian Mative or Other Pacific |slander

[~ Address Not Available [ Maiing &ddress different

Programs — Last Reportable Service Date: 03/26/2020

Program Mame Apply Program Status Histary

Ir pl il

[Program E [l =] =]
|Career Flanning r | = EI

Canfidential I ¥es @No  HITG Confidential |E Yes (- No

| Contact

Frirnary Phone: |[ ] - Email:l
Other Phore: |[ ] - | |
web Address: | [ Prefers Emails
o _l'.‘r 1. Ip Aah,

¥ Waorked in agriculture o food processing in I " Yes: * No Career Center | |
the last 12 months?

Trade |

Eligibsility | Match Criteria

Fun Match | Eligibility Criteria Cancel

o |

24.The Job Seeker membership now has an . icon.

This indicates that the Job Seeker is qualified for Job Matching.
Note the Program Status is Info. Complete — On .
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Run Job Matching for a Job Seeker

Overview

You can match a qualified Job Seeker with an open Job Order by running
a job match in MOSES.

Job matching finds all open Job Orders in MOSES that match the Job
Seeker’s Match Criteria.

To qualify for Job Matching, the Job Seeker must meet the following:
(1) register as a Full member,
(2) choose to participate in the Job Match Program, and

(3) complete the Match Criteria.

When the Job Seeker is registered and is qualified for Job Matching, an

© icon appears on his/her membership.
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To Match a Job Seeker with Matching Job Orders

1. Select the Job Seeker’'s name in the Search Results window.

‘tﬂ Job Seeker Search EI@
Type of Search
Search By To enter & new Job Seeker click the Add button. Search for an existing Job
Seeker by selecting a search method, entering the search criteria, and then
5 Job Seeker ID clicking the Search button.
" Last Mame e Eler
" Social Secunty Nurnber garch Liiteria: ||
(™ Claimant 1D

Advanced Search...
Search Results

SEN# First Mame Last Mame Date of Bith  Job Seeker ID Address

Claimant 1D
st #0013 lvana  [lwek  Jor/maass

zearch Blvd, Boston

Ll _Fo |

Row 1 of 1

_ |

Trade Edit | Add |

Eligibility b atch Criteria Run Match

Delete | Close

\i’;’:: If there are any Missing Field alerts, the Run Match button will be disabled
\ — (grayed out) until you resolve the alerts.

2. Click the Run Match button to initiate the match.
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3. A “Filter Criteria” box will appear that can be used to limit search
results to a specific industry or to how recently a job order was created

or modified.

".EH Massachusetts One Stop Employment System
Industry Match Filtering Criteria

| =l

Aszzociated Industnies

Filter Critena

j Mote: Changes made here will not
affect the Jobseeker's saved

match criteria.
0.

4. You can select a specific industry from the Industry drop down box.
Once you have selected an industry, you can add it, or any associated
industries to the Matching Filter Criteria field, by highlighting your

selections(s) and clicking the )) button.

".EH Massachusetts One Stop Employment System
Induslln.l . Match Filtering Criteria
Aszsociated Industnies

Amusement, Gambling, and Recreation Industries
Museums, Historical Stes, and Similar Institutions

Performing Arts, Spectator Sports, and Related Industrie y

|

Filter Criteria

j Mote: Changes made here will not
affect the Jobseeker's saved

match criteria.
0.
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5. Click the Filter Criteria drop down box.

Here you can choose to retrieve job matches from all open job orders,
or job orders created or modified within the last 7, 15, or 30 days.

Filter Critena

j Mote: Changes made here will not
affect the Jobseeker's zaved
pen Job Orders i
Job Order Created / Modified last 7 days match criteria.

Job Order Created / Modified last 15 days

Job Order Created / Modified last 30 days oK

6. Click on the OK button to run the match.

P2 If no Filter Criteria, time frame, is selected,

AS
\;;,j MOSES defaults to all open jobs in the selected criteria.

&iﬁ: If Associated Industries were selected in the saved Match Criteria, you
\4/ = can delete these from your list. This will not affect the saved Match Criteria.
&iﬁ: If no Associated Industries were selected in the saved Match Criteria, you
\4/ = can add these to your list.

This will not affect the saved Match Criteria.

7. Any Job Orders that match the Job Seeker’s Match Criteria appear in
the Match Results for Job Seeker window.

(ai Match Results for Job Seeker Werk EI@
Unfiltered Matching Job Orders = - 39
Job Company Position Pay/Year Dist. Action Results City Job Order M. D. ~
Order Mo 1 (mls) Category Ratio  Ratio
[13223075 [Qlive Garden |Prep Cook. [ 3[Pending_»|[Pending = |[Darchester  [Regular s fon i
[1590155 [Dlive Garden [Line Cook. [ 3[Pending = |[Pending v |[Darchester  |Regular oo oo ]

[~ Z[Pending_=|[Fending _~|[Eoston |Regular [oro oo =l

[ 2[Pending_=|[Pending _x|[Baston |Reqular joro o =
[~ 2[Pending = |[Pending v |[Bostan |Regular [0/ o =
[13187082 [Alpha Omega Gaming [Cock. 26520[ 1|[PFending_=|[Pending = |[Boston |Regular 27— T =
[13187080|Madland Grille [Caok 26520 1[Pending_~||Pending_~[Boston |Regular fer2 Jars

[
[
113126062 [Boston Children's Hos [Cook. |
[
[
]
[
13187079 [&Ipha Omega Gaming [Cook ["26520] 1[Pending ~|[Pending _~|[Boston |Regular 277 [37
]
[
[
[
[
[
[

[13121345 |Bostan Childrer's Hos) [Cook
[12830550 [Boston Children's Hos| [Cook. [evening s

[13187078[ALPHA OMEGA GAM [caok 26520[ 1([Pending_=|[Pending = |[Boston [Regular [orn foe

[13187075 |Madland Grill [Caok 26520 1[Pending_~||Pending_~[Boston |Regular fer2 Jars

[13127074 [&4lpha Omega Gaming [Cook 26520[ 1[Fending »|[Fending v |[Boston |Regular 7 prr

[13187073 [Alpha Omega Gaming [Cook 26520 1[Pending = [Pending _~I[Bastan [Regular [2rm a7
[13187072|Madland Grille [Caok 26520 1[Pending_~||Pending < [Boston [Regular ez Jas
[13187070[ALPHA OMEGE GAM [caok 26,520 1[Pending v |[Pending_+I[Baston |Regular joso Jose

[13126058 [Bay Cove Human Ser [Cook-Per Diem [ 1 [Pending = [Pending _+|[Eostan |Regular [0 o &

[13126086 |Five Star Senior Living [Cook [ [ 1 [Pending_=|[Pending = |[Boston [Regular oo oo =

M.Ratio --»> Mandatory Ratio / D.Ratio --> Desired Ratio Row 1 of 39 v

* Filtering Job Qrders by date created and/or Industry may alter the results you see. | ‘ |

Refine Match Criteria | Driving Directions JD Match Edit Wiews Details ‘ ok Cancel |
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i

Oy

can be added.

wC If there are no job matches for the Job Seeker, a pop-up message box
- appears indicating that there are no job matches.
You should review the match criteria to see if there are additional items that

You can do this by adding Job Titles from the same Job Title family /

Cluster, expanding the Job Seeker’s skills to include skills other than those

associated with the Job Title, or expanding the Job Seeker’s preferences

regarding pay, shift, location.

(In addition, ensure that the months of experience are completed on the

summary tab, etc.)

lob Seeker Match )4
Mo Job Orders were found that match the criteria for this Job Seeker,
I l % Press the More Matches button to expand the match and receive more
results,
Ok
(a‘| Match Results for Job Seeker Light, Bud EI@
Unfiltered Matching Job Orders *- 0
Job Company Paszition Pay/vear Dist. Action Fiesults City Job Order b, D.
Order Na [$ (mls) Category Ratio  Ratio
M_Ratio --> Mandatory Ratio / D_Ratio --> Desired Ratio
* Filtering Job Orders by date created and/or Industy may alker the results you see. | Mare Matches | |
Refine Match Criteria | JD Match | | oK | Cancel |
Ramc If there are no job matches for the Job Seeker, a pop-up message box

Oy

i

some of the match criteria.

- appears indicating that there are no job matches.
You should review the match criteria to see if you should delete / remove

Some criteria like languages can reduce a list of jobs to none.
So rather than expand the criteria reduce it and create a larger and more

expansive search.
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appears indicating that there are no job matches.

\\z,ff;: If there are no job matches for the Job Seeker, a pop-up message box
! Click on the More Matches button. This expands the search criteria.

\ —

If too many matches appear for the Job Seeker, click on the Fewer Matches
button to tighten the match criteria.

Keep in mind the More Matches button expands the demographic area and
job title cluster.

So, for example, if you were just looking for Chef / Head cook a More
Matches would add all the type of Cooks to the list. A city or town would
become a Workforce board area.

¥ Match Results for Job Seeker Light, Bud ==

Unfiltered Matching Job Orders = - 10
Job Compary Position Pay/tear Dist. Action Results Clity Job Order M. D.

Drder Nao (3] [mls] C Fatio Hatlo

13154637 | Thenewstribune Com Efter School Gre l_ 5| Pending_» Pendlng ~ | |Bamnstable egular 0/0 .-"D RIE
[13204740 |Campbell Soup Comp: [Package Machi | l_ 2|Pending_+||Pending  _|Hyannis |Regular 0/0 0/0 RIE
[13245158 Junifirst |Production Ermpl | ["21[Pending_v1[Pendina v [Sandwich |Regular 0/0 o/ @l g
[13214471 Hydroid |E lectromechanic | ,ﬁ |Pending_»||Pending = ||Pocasset |Regular 0/0 0/0 RIE
[13101918 | Teledyne Marine Syste [Production Teck | ,ﬁ |Pending_»||Pending _=|[North Falmouth |Regular 0/0 0/0 &l Sk
[13101917 [Teledyne Marine Syst [Production Teck | ,ﬁ |Pending_||Pending v ||Marth Falmouth [Regular 0/0 |00 El Sk
[13247382 |Life Fitness |Strength - Aszen | m |Pending_» | |Pending = ||Falmouth |Regular 0/0 0/0 RIE
13094108 fwoods Hole Oceano: jAble Body Sear | m |Pending_»||Pending = |fwoodzHole  |Regular 0/0 0/0 =
[13168623 |Behind The Bookstore [B aker | m |Pending_v||Pending v ||Edgartown |Regular 00 |00 RIA
M_Ratio --> Mandatory Ratio / D_.Ratio --» Desired Ratio Fow 1 of 10

* Filtering Job Orders by date created and/or Industy may alter the results you see. | | Fewer Matches |

Fiefine Match Criteria | - Driving Directions JD Match Edit “Wiew Detailz | QK | Cancel |
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ra‘l Match Results for Job Seeker Werk

=]

Refine Match Criteria

Diriving Diirections

JD Match |

* Filtering Job Orders by date created and/or Industry may alter the iesults you see.

Edit

Unfiltered Matching Job Orders = - 39

Job Company Position Pay/rear Dist. Action Fesults City Job Order I, D. ~
Order Mo [$ (mls] Category Fiatio  Ratio

[13223075 [live Garden |Prep Cook | [3[Pending_~1[Fending = |[Dorchester  |Regular [0/ Jorn RIR
[1530155 [Dlive Garden |Line Caok | | 3[Pending_~1[Pending = |[Dorchester |Reqular [0/ [0 RIA
[12126062 [EBoston Children's Hosy [Coak | [2[Pending_~1[Fanding = |[Bostan |Regular [0/ [0/ &)

[13121345 [Boston Children's Hosy [Cogk. | [ 2[Pending_~1[Fending = |[Bostan |Regular /o o = G
[12830550 [Boston Children's Hos| [Cook [evening = | |_2 [Pending_>||Pending _~|[Boston |Reqular W W E-ljey
[12127082 [Alpha Omega Gaming [Codk [26520] 1 [Perding ~||Pending = [Bostan |Regular 277 3T =D
[13187050 Madland Grile [Cack [ 26520] 1 [Pending x| |F'and|ng > |[Boston |Hegu|ar [zrz 255
[13167078[ALPHA OMEGA GAM Joook | 26520[ T [Perding ~|[Pending ~—l[Baston leguT o/ o6

[12127075 Madland Grille |Cook. | 26520 l_ 1|Pending_»||Pending _»||Eoston |Regular ’T ’T

[13187074 [&lpha Omega Gaming [Cogk ["26520] 1 |Pending ~||Pending = [Eostan |Regular zr7 [T

[1:3187073 [&lpha Omega Gaming [Cook | 26520] 1[Pending_=|[Pending < l[Baston |Reqular 277 [ar7

[13187072 Madiand Grile [Cack [ 26520[ 1[Pending_»|[Pending v l[Baston [Regular [z 255
[13187070[ELPHA DMEGA GAM [codk [ 26520 1[Pending_~vI[Pending _vI[Boston [Reguiar (T

[1:3126058 [Bay Cove Human Ser [Coak-Per Diem | |_1 [Pending_~||Pending _~I[Boston |Reqular W W =l

|13126055 [Five Star Senior Living [Coak | [ 1[Pending_=1[Fanding = |[Bostan |Regular [0/ [0/ &)

M_Ratio --> Mandatory Ratio / D_Ratio --> Desired Hatio Row 25 of 39 w

| Wiew Detals | oK |

Cancel |

Select the Job Order you want to use.

To view the actual Job Order in the Match Results for Job Seeker

window, double click on the Job Order, or select it and click on the Edit

button.

Q Job Order (13187074) - Cook
Alpha Omega Gaming Cafe Ltd

FEIN: #3006  ID: 1641689

[ ]
noes [

Company Mame: [&lpha Omega Gaming Cafe Ltd

¥ |z job location different than the location of the employer

Company Address]150 Hancock Strest

Job Location Address:

Company Country: [United States of America

Company City:  [Boston

Job Location Country:

Company State: |4,

Zip:

|02114-

Job Location Zip Code: |02114-

» Career Center : | Morthampton &ffiliate Career Cer_w |

Job Location City:

Job Specification l Pay Specification l Refenal Information l Skill Set l Selected Job Seckers l Job Order Histary l

{180 Hancock Street

" Yeg ¥ [~ Restricted
[ Confidential
Created By:  TCART

| United States of America

_*| Created Date: 3/411/2020 13:50:

Created Office:  [Northampton Affiliate Career Cer
Eoston WA Address:  |www.alphaomegagaming. com

Other
rlob Detail:  Typing Speed: 5 [w.p.m]

¥ Aggigned Tor | TCART hd Job Location State: Massachusetts hd
Job Description -

:':SFhlﬂt rs 4 Thid Original Mumber of Dpenlngs
¥ Job Title: Cook, s EEon g » Openings: 1 Openings Filled:

" Rotating " Split ) l_
b Job Categony: | Regular A4 = Refenals Made:

FLC Status: |Mone | [ PerDiem “whork Hour

» JobStatus:  |Open - From: [05:004M == To: [05:00 PM =
+ Duratior: | Full Time areater than 150 Days v | b Close Date: 0441072020 €] | W Hours/wWeek: 40.0

Diivers Licenze: | Regular [Class [ M'n A =[] Empowerment Zone

[T o—

riList.

" ez % No

|z thiz an Apprenticeship Position?

kust be able to cook griled cheeses, hot dogs and hamburgers for sweaty nerds
Fries and chicken nugget knowledge required.

" ez % No

Condiment experience a

Expand Detail

Iz thiz a Lnion Position?

Actlon [ Erterprise Zone
F'ubllc Tranzportatio

" Yes " Mo * Unknawn

[r

Send *

Send to LIS Jobs
Don't Send

Employer |

Rur Match | ak |

Cancel
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=

To see this Job Order in Microsoft Word, click the View Details button.
MOSES loads the Job Order Details into a Word document.

Wiew Detailz

)
7

MASSACHUSETTS-ONE-STOP-EMPLOYMENT-SYSTEM ]

JOB-ORDER-DETAILSY

Job-Title:n Coocka
Job-Location"Address:o 150-Hancock-Streeto

Job-Order-No:o 131870742
Country:o United-States-of- Americad

Job Details:

MOSES 101 Manual

City:o Bostono State:n  MAz Zip:o 021142
l'[
i
Employer:a Alpha-Omega-Gaming-Cafe Ltdo EmployerId:a 16416892 a
Address:n 150-Hancock-Streeto Country:a United-States-of-Americas a
City:n Bostono State:n MAz Zip:o 021142 a
SIC:a o Federal-Contractor:a Noa a
No.of Employees:a = Web-Address:n www.alphaomegagaming.co o
ma
oo oo a
Type-of-Job:a Regulara Work-Hours:o 09:00:00-AM---5:00-PM= a
PayDetails:o = a
Benefit:o Dental- Insurance,- Long- Term- Disability- Leave,- Major- Medical,- Paid- Holidays,- o
Prescriptions,-Sick-Leave,-Vacation Leaves
Benefit-Details:o o a
Shift:a Firsts Duration: Full- Time- greater- than- 130- o
Daysz
Per-Diem Position:a Noa a

Must- be- able- to- cook- erilled- cheeses.- hot- dogs- and- hambureers- for- sweatv- nerds--o
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10.if the Job Seeker requests directions, click the Driving Directions
button to open the browser for Google Maps.

Ciriving Directions

ttps://www.google.com/maps/dir/19 +5 e XY earch =
< > C @ O & hitps/A I f [dir/19+5 O || Rs N @ ®
: Somerville Bunker Hill Monument’
0 ] o
HH
Cambridge (o Winthrop
19 Staniford St, Boston, MA 02114 0ld North Church @) @ 9
@ 35min _G79;Staniford Street
150 Hancock St, Quincy, MA 02171 every 15 min 5 |
Fenway Park ACK BAY L50]
Add destination ® v @ ol o
ofaer (| 28
. 7.7 il e mi
Leave now ~ OPTIONS Brookline o=
John F./Rennedy Long Island
-E Send directions to your phone Presidential Library..
Franklin Park Zoo e
m vial93S 13 min DORCHESTER
L= IMARINA BAY F
Fastest route, the usual traffic 7.7 miles RTINS
g WOODBOURNE o NEeRONIE T
DETAILS A A \
ROSLINDALE AsHmont BEJ °
HRY AT ”w @ \}1 50 Hancock Street -
B A 1045 AM-11:20 AM 35 min A @) *
@ # =
satellite Sy G T
PARK Rt o g Ie @ ?\\“‘
m A 10:44 AM-—11-00 ANA Qeiwin Map data ©2020 _ United States _Terms _Send feedback  2mit——

11.To print the directions to the company for the Job Seeker, use the print
option on Google Maps.

These directions are from your customers address in MOSES to the
employer’s address in the Job Order.

12.Click the Close button to return to the Match Results for Job Seeker
window.
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13.1f NO matches result, you can search closed Job Orders by clicking on
the JD Match button to obtain a list of Employers who posted similar
jobs in the past.

No active Job Order exists, but you can call the Employer to see if
there is any interest in this Job Seeker.

This button only is active in the Match Results for Job Seeker
window when there are no results.

] [ ==
Unfiltered Matching Job Orders = - 0
Job Compary Pasition Pay/tear Dist. Action Results City Job Order M. D.
Order Na [$  [(mls) Category Ratio  Ratio
Job Seeker Match *

l . No Job Orders were found that match the criteria for this Job Seeker.

M_Ratio --»> Mandatory Ratio / D.Ratio --» Desired Ratio
* Filtering Job Orders by date created and/or Industry may alter the results you see. | Mare Matches |
Refine Match Criteria | JD Match | | (] 8 | Cancel |
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This chart details the match algorithm.

Criteria Used Location on Job Seeker / Run More Less
Match Criteria Match Matches Matches
Job Match Programs, Job Match, Basic Yes Yes Yes
Status
Job Title (at Job Title, Skill Set Yes Job Yes
least one) Category
Experience Job Title, Summary Yes No Yes
Education LevelEducation, Highest Degree, Full Yes No Yes
Pay Pay, Preferences, Availability 1,2, Yes No Yes
+/or 3
Minimum Age General Information, Date of Birth, Yes Yes Yes
Basic
Shift Shift, Preferences, Availability 1,2, Yes No Yes
+/or 3
Duration Duration, Preferences, Availability  Yes No Yes
1,2, +/or 3
Location Selected Towns/Zone, Yes No Yes
Preferences, Availability 1,2, +/or
3
Mandatory Skills or Common, Skill Set Scored Scored  Scored
Skills
Mandatory Education and/or Yes Yes Yes
Language
Desired Skills  Skills or Common, Skill Set Scored Scored  Scored
Drivers License General Skills, Skill Set, Summary  No No Yes
Typing Speed General Skills, Skill Set, Summary  No No Yes
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Record Delivery of Employment Services

Overview

The Employment sub tab of the Services tab on the Job Seeker
Membership window is used to track activity related to employment.

This sub tab records employment-related activities and services, such as
call-ins, referrals, placement to a job, and follow up.

There are four ways to record that the job seeker has found a job.

1. If the placement is the result of a Job Referral — Staff, the
result of a match and referral on an existing job order, you can
edit the Service Result to Hired.

2. If the placement is the result of a Job Development Referral
you can edit the Service Result to Hired.
The Job Development Referral process allows staff to refer job
seekers to Employers that do not have an open job order in
MOSES.
In addition, upon a Hire, MOSES will automatically create a Job
Order for this placement since the job was developed by the
staff member.
So, the office gets credit for creating the job and filling the
position.

3. If there was no referral, you can use Obtained Employment
when your career center has provided services during the past
90 days to the job seeker.

4. If there was no referral, you can use Found Employment, and
select the appropriate Service Result from the dropdown list.

-\*@2"; There are other Employment Service Categories listed.
\\% Some are used by specific agencies or departments.

For example, Pre-Layoff Placement is traditionally used by the Rapid
Response unit.
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To Record a Job Seeker Referral

1. Open the Job Seeker Membership window for the job seeker.

‘tﬂ Job Seeker Membership (Lemonjello, Frank)

Lemonjello, Frank SSN: XXX-XX-0002 ID: 12877197
Basic |Fu||| Educationl wiork, Historyl Eventsl Alertsl Career F'IanNouthISSI Servicesl Special Ploglamsl Survey
— General Information Residence Address | |
¥ First Mame: Frank Middle Initial: |_
- Address
¥ Last Mame: |Lem0n|e||0 b Sew |Male VI » Addiess: [19 Coal whip Circle
¥+ Date of Birth: |U1HU1.=’1SSU | + Militany: |E Yes (¢ Mo |
Releaze Information?: Yes € No 'DtherEIigibIe'i Yes (% Mo b County: [Urited States of America ]
» Fip - » City:
¥ Ethnicity Hizpanic or Lating % Yes ¢ Ho 3 Jois64 S T
+» Race v ‘white ¥ Black or African American b State: |Massachusetts jv
[~ Asian [~ American Indian or Alaskan Native [ Enterprise | Empowerment [ Renewal
[~ Other [~ Hawaiian Mative or Other Pacific |slander - — -
[ Information Mot Available [~ Address Mot Available I MtalllnglAddress different
Prog ~ Last Reportable Service Date: 03/25/2020 — Confidential: IESYES ®'No HITG Confidential: |i Yes (Mo

~ |~ Contact
Frirnary Phone: |[41 3)781-2345 Email: |flem0niello@gmail.com

Other Phone: |[ ] - | x|
‘web Address: |Www.Iinket:lin.c:om.-"lime'ello.-"s'sola.-'l [~ Prefers Emails

Program Mame Apply Program Status History

|Career Planning I’ | Enralled ~ EI

—Special Acco dations

v
¥ Worked in agriculture or food processing in I i Yes ™ No  Career Eenlerl |
the last 12 months?
Trade | Eligibility | Match Criteria | Fun Match | Eligibility Criteria | ]S I Cancel

2. Click the Services tab.

¥ Job Seeker Membership (Lemonjello, Frank) ==
S8N: XXX-XX-0002 ID: 12877197
Basicl FuIII Educationl wiork, Historyl Eventsl Alertsl Career Plan/vouth |55 Services | Special Ploglamsl Survey
General | Employmentl Administrativel Testingl Eourse.-"hctivityl Youth Goalsl
~ Services
Service Staff 1D Category Service Detail Career Center Hours
D ate (At
[ Compiehensive Assess .
— = = Edit
034062020 |BWAIT |Eareer Planning |I3ase Conference |N0rthampton Affiliate Career | 1.0
03062020 |EWAIT |Career Planning |EDPJ'IEF' |N0rthampton Affiliate Career | Delete |
03/06/2020 [BwalT |Program Errolimert |Career Planning [Mortharnpton Affliate Caresr C |
03/03/2020 |[TCART Hob Search |Individual Assistance  |[Northampton Affiliate Career C | 1.0 Retention
03/03/2020 |[TCART |assessment |Initial Assessment Intery [Nothampton Affiliate Career C | 20+
Row 1 of 6 More |
Trade | Eligibility Match Criteria Run Match Eligibility Criteria | oK I Cancel
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3. Click the Employment sub tab. MOSES displays the following
window:

(a‘| Job Seeker Membership (Lemaonjello, Frank)

Lemonjello, Frank : {0002 ID: 12877197

Basicl Fulll Educationl wark, Historyl Eventsl Alertsl Career Plansvouth |55 Services |Special Plogramsl Survey

General Emplayment |Administrati\-’e| Testingl Course.-"Ac:tivityl Youth Goalsl

~ Services
Service Staff I Service Tupe Service Result Ernplayer Mame Job Start Job Order  Phone Add
Date Date Mumber

Edit
Delete
Follow Up
Upgrade

“Werify

Select

HHHG

More | Job Drderl

ok I Cancel

Run tatch | Eligibility Criteria

Trade | Eligibility | Match Criteria

4. Click the Add button to display the Employment Services Detail
window.

ra'{ Employment Services Detail X
— Services Provided
¥ Service Date: 533'303'2020 e| LastUpdate Date: I
¥ Career Center: | Southbridge Career Center &3 » Staff ID: [MOSESTO2 |
Description:
 Service Type: | _>| » Service Result; | |
Mote: Blue/Bold Service Details are Federal/0SCCAR Reportable Services 0K I Cancel |
Employment and Follow-Up Services are additionally reported on OSCCAR
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3. Enter information into the following fields on the Employment

Services Detail window:

(a'i Employment Services Detail

Services Provided

¥ Service Dater [03/30/2020  e| LastUpdate Date:

b Career Center: |Southbridge Career Certer

Bl P Staff ID: [MOSESTO2 3

Descriptian:

¥ Service Type:

_»| » Service Result: | |

Fre-Layoff Flacement
Callin/Pre-Referral Contact
Found Employment

Job Development Referral
Job Referral - Staff

Mat Refered

Obtained Employmeant

Mate: Blue/Bold Service
Emplayment and Fg

oK | Cancel ‘

This window will expand to show additional fields when certain Service Type

2y
@'i
0O

and Service Result are selected.
Depending on the Service Type and Service Result chosen, the following
fields may or may not appear on the expanded window based upon the

—
Service Type selected.
Field Name Required Action
Service Date »

Last Update

Date

Career Center 4
Staff ID »
Description

MOSES 101 Manual

MOSES fills this field with the current date. You can
backdate the referral to the proper date.

MOSES fills this field with the last date that the
service was updated.

MOSES fills this field with your Career Center.
(Change this ID to record where the service was
provided.)

MOSES fills this field with your Staff ID. (Change this
ID to give credit to person that provided the service.)

Enter information about the service provided. This
will help you and other staff provide good service.
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Field Name

Required

Action

Service Type

Service Result

Job Order #

Employer ID

MOSES 101 Manual

»

Select one of the following service types from the
dropdown list:

Pre-Layoff Placement, use for a placement that is
secured for a job seeker before a layoff from their
current job has occurred.

Call-In, use to review a job order with a job seeker
before making a referral. This is a way of notating
the customer has been informed of the job.

Found Employment, use when a job seeker found
their own employment with no assistance in the last
90 days from the career center.

Job Development Referral, use when you are
referring the job seeker to an employer but there is
not a current job order that fits the job seeker.

Job Referral - Staff, use for normal referrals to job
orders posted on MOSES. You need the Job order
number to enter the referral.

Pending, This is the initial entry before you change it.

Not Referred, use to indicate that the employer did
not select the referred job seeker or the job seeker is
not being referred to the position for a specific
reason..

Obtained Employment, use when a job seeker
found their own employment with credible assistance
in the last 90 days from the career center.

Select the Service Result from the dropdown list.
The selections displayed will vary, depending upon
which Category you have selected.

Appendix C lists the various services available by
Service Type.

Type the job order number that refers to the call-in,
referral, or placement.

MOSES displays this required field only when you
select Call-In, Job Referral - Staff, or Not Referred
from the Service Result above.

Type the Employer ID for the employer to whom you
referred the job seeker.

MOSES displays this field only when you select Job
Development Referral in the field above.
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4. Click the OK button to return to the Employment sub tab.

¥ Job Seeker Membership (Lemonjello, Frank) = =
Lemonjello, Frank SSN: XXX-XX-0002 ID: 12877197
Basicl Fulll Educationl ‘whork Historyl Eventsl Alertsl Career Plan/Youth 155 Services |Special F‘rogramsl Survey
General  Employment |.&dministrative| Testingl Eoursemctivityl r'outh Goalsl
~ Services
Service Staff I Service Type Service Result Ermployer Mame Job Start Job Order  Phone add
Diate Date Murnber

Follow Upl
Upgrade |
Werify |

Row 1 of 1 More I Job Order

Trade | Eligibility | Match Criteria | Run Match | Eligibility Criterial u] I Cancel |

5. Click the OK button and the Yes button to save changes. This returns
you to the Job Seeker Search window.

Note: Some Service Results may be Hired, others may be Pending,

3
\%;: meaning they are awaiting an employment decision.

= The Service Result will dictate what is in the drop-menu.
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To Record That a Job Seeker Started Employment

1. Open the Job Seeker Membership window for the job seeker.

(a'| Job Seeker Membership (Lemonjello, Frank)

-0002 ID: 12877197

Basic | Fulll Educationl ‘whaork, Historyl Eventsl Alertsl Career Plan/r'outh 155 | Servicesl Special Programsl Survey
— General Information Residence Address | |

¥ First Mame: |Frank Middle Iritial: |_ .

b Last Name: |Lem0nie||0 b Sex: |Male ~| b Addiess |‘IS Cool whip Circle

¥ Date of Birth: |D1HD1."’1SSD el ¥ hdilitary: |i Yes @ No |

Fielease Information™: Tes Mo ¥ Other Eligible | T Yes 1 Na » Country:  [United States of America JEa |

3 i - F City:

¥ Ethnicity Hispanic or Lating ' Yes { No Ein: 01364 City: [Orange

+ Race ¥ white ¥ Black or African American > State: [Massachusetts =i

[~ Asian [~ American Indian ar Alaskan Native [ Enterpise [ Empowement [ Renewal
[ Other [ Hawaiian Mative or Other Pacific |slandar - — -
[ Information Mot Availsble [~ Address Mot Available m Mtalllng.Address different
Programs — Last Reportable Service Date: 03/30/2020 ————— Conhdentlal:l : es : No HITG Conhdentlal:l es No
» |~ Contact
Program Mame Apply Program Status Histary Frimary Phone: |[41 A7 -2345 Email |f|em0niello@gmail.com
I 1 fl L~ Other Phone: [[ ] - | x|
| =] ‘web Address: juw link edin. com/limejello/sisolad [~ Prefers Emails
|Career Planning v [Eralled k3 EI — —
T

¥ Worked in agriculture or food processing in I “es ™ Mo Career Centell |

the last 12 months?

Trade | E ligibsility | M atch Criteria | Run tatch | Eligibility Eriterial 0k I Cancel

2. Click the Services tab.

3 Job Seeker Membership (Lemonjello, Frank) =N
Lemonjello, Frank SSN: XXX-XX-0002 ID: 12877197

mploymentl Administrativel Testingl Eoursemctivityl Youth Goalsl

~Services

Service Staff D Category Service Detail Career Center Howrs

Date k]

: ' : Edit |

03/06/2020 [EWAIT  [CaeerPlanring  |Case Conference  |Northampton Affiiate Career C 10

03/06/2020 [BwalT |Career Planning [EDP/IEP [Narthamptan Affilate Career C | Delete |
03/06/2020 [BwialT |Program Errcliment |Career Planning [Northampton Affilate Career C |

03/03/2020 |[TC&RT Hob Search lIndividual Assistance  |Nothampton Affiiate Career C | 1.0 Hetentionl
03/03/2020 [TCART |tz zessment [Initial Azzessment Intery [Northampton Affilate Career C | 20=

Row 1 of 6 More |

Trade | Eligibility Match Criteria Fiun Match Eligibility Criteria

(] 8 I Cancel
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3. Click the Employment sub tab.

(el Job Seeker Membership (Lemonjello, Frank)
Lemonjello, Frank SSN: XXX-XX-0002 ID: 12877197

Basicl FuIII Educationl ‘whark, Historyl Eventsl Alertsl Career Plan/Youth 155 Services | Special Proglamsl Survey
General  Employment |Administrative| Testingl Eoursemctivityl Youth Goalsl
~Services
Service Staff ID Service Type Service Result Ermployer Narme Job Start Job Order  Phaone Add
Date Date Mumber
|03/30/2020 |MOSESTD0 [Callin/Pre-Referral Co [Pending |Cracker Barrel | | 13126070 [[254) 9415177 Edit |
Delete |
|03/30/2020 |MOSESTO Job Referral - Staff  [Pending - Applic [&lpha Omega Gaming Ca | | 13187074 [[517) 626-8739
Follaw Upl
Upgrade |
Werify |
Select |
Row 2 of 4 Hore | Job Order
Trade | Eligibility | Match Criteria Fiun Match | Eligibility Criteria QK I Cancel |

4. Select the referral on the Services list that led to the placement. Then

click the Edit button.

5. Select Hired from the Service Result dropdown list.

'a{ Employrment Services Detail it
— Services P
¥ Service Date: |03£30J2D2D Lazt Update Date: |03£3032D2D
¥ Career Center: |Southbridge Career Center B3| b Staff ID: [MOSES102 jEa|
D escription:
¥ Service Type: |J0b Referral - Staff _w| » Semice Result Pending - Application Confirmed hd
b Job Order Mo | 13187074 Emplayer ID: Did Not Contact Employer ~
Did Hot Report To Interview n
Did Hot Report To Work
. . . Filled Other
Mote: Blue/Bold Service Details are Federal/0SCCAR Reportable Services Hired Ly |
Employment and Follow-Up Services are additionally reported on 0S5 CCAR Information Mot Available
Interviewed o
Elect |
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6. The Employment Services Detail window opens up.

(ai Employment Services Detail bt
| Services Provided
P Semvice Date: [03/30/2020 Last Update Date: [03/30/2020
P Career Center: |Southbridge Carzer Center ﬂ » Staff [D: |MDSES1D2 Ll
Drescription: i
» Service Type: |Job Referal - Staff _¥| » Sewice Result |Hired |
» Job OrderMe: [ 12187074 Emplayer D: [ 1641689
Employment Details
Emplaver: [Alpha Omega Gaming Cafe Ltd Phone:  [[617)-626-5733 ¥ Unian: [ Ves & Mo
Job Title: |Eook Benefitz: ’—Ll ¥ Apprenticeship: ,m
Pawigr [ 127 Pay Uit [Haur =] ¥ Incumbent worker T Yes{ Mo
¥ Start Date: [00/00/0000 €| Offer Date: [00/00/0000 | End Date:[00/00/0000 e
Duration: [ Full Time, Ower 150 Days = HaoursAwiesk:| 40,00
Additional Intormation
MAICS: [451120  sIC: | Y Tiaining Related: [ =]
Sector: | Retail - 5porting Goods, Hobbies, Books, Mu_ | Mon - Tradiional: [© Yes € No  Verfied: [T Yes ( Mo
Subsector: | Sporting Goods. Hobby. Book, and Music St_x | 1l System Employer; | Wes © No Sector: | ¢ Public ¢ Private
Industry Group : | Sporting Goods, Hobby, and Musical Instum w | i sbon Details:
Industry: Hobby, Toy, and Game Stores hd)
US Industry: Hobby, Taoy, and Game Stores _*| Occupational Search
Emplaver Addresz: [150 Hancock Strest Dccupational Code: ,m
| |Chefz and Head Cooks
! Zip: 02114 How did Job Sesker lsam about thisjob? [ =]
City: |Bostan State: | M azzachuzetts |
et Bl ot Dl kP OSCEA Fetoo et ity oo o ok ]_com |
}3,;'; The additional parts of the Employment Services Detail window only
\\f . appear if you selected Obtained Employment, Found Employment, or
\{w;f/ indicated a service result of Hired when the Service Category is either Job
Referral - Staff or Job Development Referral.
The fields required vary depending on the programs where the job seeker is
enrolled.
}g,;'; The preferred placement is to select Hired as the Service Result of a Job
\\f . Referral-Staff or Job Development Referral.
\{w;f/ The next preferred placement is Obtained Employment.

The least ideal is Found Employment.
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7. Type information into the following fields on the Employment

Services Detail window:

.

(ai Employment Services Detail

< 1
Services Provided
P Semvice Date: [03/30/2020 Last Update Date: [03/30/2020
» Career Center: | Southbridae Career Center JE3| » Staff ID: [MOSES102 ~I
Drescription: i
» Service Type: |Job Referal - Staff _¥| » Sewice Result |Hired |
» Job Order Meo: IW Ermplayer ID: IW
Employment Details
Emplaver: [Alpha Omega Gaming Cafe Ltd Phone:  [[617)-626-5733 ¥ Unian: [ Ves & Mo
Job Title:  [Cook Benefits: ’—Ll ¥ Apprenticeship: ,m
Pawigr [ 127 Pay Uit [Haur =] ¥ Incumbent worker T Yes{ Mo
¥ Start Date: [00/00/0000 | Offer Date: [00/00/0000 |  End Date:J00/00/0000 ¢
Duration: [ Full Time, Ower 150 Days = HaoursAwiesk:| 40,00
Additional Intormation
NAICS: [451720  &IC: | ¥ TwnngRelated: [ x|
Sectar: | Retail - 5porting Goods, Hobbies, Books, Mu_ | Mon - Tradiional: [© Yes € No  Verfied: [T Yes ( Mo
Subsectar: | Sparting Goods, Hobby, Book, and Music St |

1l System Employer; | Wes © No Sector: | ¢ Public ¢ Private

Industry Group :

Sporting Goods, Hobby, and kusical Instrum _» |

Werification Details:

Industry: Hobby, Toy, and Game Stores

-

US Industry: Hobby, Taoy, and Game Stores

A

Occupational Search

Emplaver Addresz: [150 Hancock Strest

35101100

Occupational Code:

|
| Zip: o114

|Chefz and Head Cooks
How did Job Seeker learn about this job? -

City: |Bostan

State: | M azzachuzetts |

Mote: Blue/Bold Service Details are Fe.delal.n’DSCE.f'ltH Feportable Services T -,
Employment and Follow-Up Services are additionally reported on OSCCAR

Ok | Cancel ‘

Field Name Required

Action

» if not
referencing
a job order
number

Employer
Name

Job Title » if not
referencing
a job order

number

» if not
referencing
a job order
number

Pay ($)

MOSES 101 Manual

Type the name of the employer who has
hired this job seeker.

MOSES will fill this field if you reference a
job order number.

Type the job title for the newly hired job
seeker.

MOSES will fill this field if you reference a
job order number.

Type how much the job pays for the newly
hired job seeker.

MOSES will fill this field if you reference a
job order number.
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Enter the date when the job seeker started

Select the proper length for this job.
MOSES will fill this field if you reference a
job order number.

Type the telephone number of the employer
who has hired this job seeker.

MOSES will fill this field if you reference a
job order number.

Select the Benefits from the dropdown list
that the job seeker will receive on this job.

Select the applicable Pay Unit from the
dropdown list.

MOSES will fill this field if you reference a
job order number.

End the date when the job seeker ended
work on this placement.

Type the number of hours per week that the
job seeker is working.

MOSES will fill this field if you reference a
job order number.

North  American  Industry
Classification System number for the
employer hiring the job seeker.

Field Name Required  Action

Start Date » if not
referencing work.
a job order
number

Expected » if not

Duration referencing
a job order
number

Phone

Number

Benefits » if not
referencing
a job order
number

Pay Unit 4

End Date

Hours/Week » if not
referencing
a job order
number

NAICS » if not Type the
referencing
a job order
number

MOSES 101 Manual

If you do not know the NAICS number, use
the fields below to select an appropriate
number.

MOSES will fill this field if you reference a
job order number.
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Select the appropriate NAICS Sector from
the dropdown list.
MOSES will fill this field if you reference a
job order number.

Select the appropriate NAICS Subsector
from the dropdown list.

MOSES will fill this field if you reference a
job order number.

Select the appropriate NAICS
Group from the dropdown list.
MOSES will fill this field if you reference a
job order number.

Industry

Select the appropriate NAICS Industry from
the dropdown list.
MOSES will fill this field if you reference a
job order number.

Select the appropriate NAICS U.S. Industry
from the dropdown list. (If available.)
MOSES will fill this field if you reference a
job order number.

Type the address where the job seeker will

MOSES will fill this field if you reference a
job order number.

You can use this field for additional address
information such as a Suite Number.
MOSES will fill this field if you reference a
job order number.

Type the zip code where the job seeker will

MOSES will fill this field if you reference a
job order number.

Type the city where the job seeker will be

MOSES will fill this field if you reference a

Field Name Required  Action
NAICS Sector » if not
referencing
a job order
number
NAICS » if not
Subsector referencing
a job order
number
NAICS » if not
Industry referencing
Group a job order
number
NAICS » if not
Industry referencing
a job order
number
NAICS » if not
U.S. Industry referencing
a job order
number
Employer » if not
Address referencing be working.
a job order
number
(blank line)
Zip » if not
referencing be working.
a job order
number
City » if not
referencing working.
a job order
number

MOSES 101 Manual

job order number.
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Field Name Required

Action

State » if not
referencing
a job order
number

Occupational » if not

Code referencing
a job order
number

Training » for some

Related programs,
otherwise
optional

Non-

Traditional

Sector

Designation

Ul System » for Some

Employer programs,
otherwise
optional

Verified » for Some
programs,
otherwise
optional

MOSES 101 Manual

Type the state where the job seeker will be
working.

MOSES will fill this field if you reference a
job order number.

Type the Occupational Code for the
specified job.

If it is not known, use the Occupational
Search button to locate the code.

MOSES will fill this field if you reference a
job order number.

Indicate if the job relates to any training
received.

MOSES pre-fills this field based upon the
Occupational Code you selected above and
the job seeker’s gender.

Non-traditional relates to whether a male or
female job seeker has been placed in a
“non-traditional” job.

For example, a male job seeker has been
placed in a job that traditionally has less
than 25% of its employee population as
male, or a female job seeker has been
placed in a job that traditionally has less
than 25% of its employee population as
female.

Indicate that the employer is either public
sector or private sector.

Indicate if employees can collect
Unemployment Insurance benefits, if
qualified.

(Almost all employers are Ul employers.)

Indicate whether or not staff has verified the
job placement information.
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Field Name Required Action

How did the Select the appropriate resource from the
Job Seeker dropdown list.

learn about

this job?

8. Click the OK button to return to the Employment sub tab.

This posts the information to your view of MOSES; it does not save it
on the database.

¥ Job Seeker Membership (Lemonjello, Frank) [r=|[ =S
Lemonjello, Frank SSN: XXX-XX-0002 ID: 12877197
Basicl Fulll Educationl ‘whork, Historyl Eventsl Alertsl Career Plan/routh |55 Services |Special F‘rogramsl Survey
General  Employment |Administrative| Testingl Eoursemctivityl Youth Goalsl
~Services
Service Staff I Service Type Service Result Employer Hame Job Start Job Order  Phone add
Diate Date Mumnber
|03/30/2020 [MOSES10 [Callin/Pre-Referal Co Pending | | 13126070 |[954) 3415177 Edit |
03 0 | MOSES 10| Mot Referred Ernp o & 131260104 [E17) 63
(E17) 745-1200 Delete |
|03/30/2020 |MOSES10 Wob Referal - Staff [Hired |Alpha Omega Gaming Ca [03/30/2020 | 13187074 [[517) 626-8739
Foollows Upl
Upgrade |
“erify |
Select |
Row 2 of 4 HMore | Job Order

Trade | Eligibility | Match Criteria | Fun batch | Eligibility Criterial ok I Cancel

9. Click the OK button and the Yes button to save changes.

This returns you to the Job Seeker Search window and this placement
is saved / recorded.

Alert >

| Are you sure you want to save changes?

Yes Mo Cancel
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To Record a Follow Up on a Job Placement

This section describes how to post an employment follow up for a job
seeker who has gone to work. When you select the Follow Up button the

Employment Services Detail window appears displaying all of the
original placement information.

1. Open the Job Seeker Membership.

(ai Job Seeker Membership (Lemonjello, Frank)

: XXX-XX-0002 -

Basic |Fu||| Educatinnl Work H\stnryl Eventsl Alertsl Career F'IanNouthISSI Servicasl Special Programsl

Survey

[ General Information Residence Address | |

¥ First Mame: IFlank iddle Initial I_ .

¥ LastMame:  [Lemonielln b Sex: [Male =l ¥ Addess: [19 Cool Whip Circle

¥ Date of Birth: |D1 40141330 el ¥ Militan: T ¥es O No [

Release Information?: Yes € No »OtherElighle [T ves & No » Country: |United States of America -]

» : - 3

¥ Ethnicity “Hisparic of Lating & Yes C No — | 2 01364 Ciy: [Orange

» Race ¥ White ¥ Black or &frican American b Slate: Massachusetts j'

[ Asian [ American Indian or Alaskan Mative [ Enterprise | Empowerment [~ Renewal
[ Other I Hawaian Native ar Other Pacific |slander — -
[ Information Mot Avaiable [~ Addiess Not Available [ Mailing Address different
Programs — Last Reportable Service Date: 03/30/2020 — Confidentil: [ Ves @ No HITG Conlidertial ezl o
~ | Contact
Program MName Apply Program Status Histary Primary Phone: [[413)781-2345 Email [lemoniello@gmail. com
[~ Other Phone [[ ] - [ e |
I_ jv ‘wieb Address: |www.||nked\n.comf’\|me ello/sisolas [ Prefers Emails
|Career Planning v [Erwclled =i EI . .
" |[ Special A d.

b Warked in agriculure or food processing in I ez {* No  Career Cenlell |

the last 12 months?

Trade | Eligibility | b atch Criteria

Fiun ki atch | Eligibility Criteria

ok I Cancel

2. Click the Services tab.

(al Job Seeker Membership (Lemenjello, Frank)

{X-0002 ID: 12877197

Basicl FuIII Educationl Work, Historyl Eventsl Alertsl Career PlanfYouth 155 Services |Specwa| F'mglamsl Survey
General | Emp\oymentl Adrmmstratlvel Tast\ngl EoursefActwllyI Youth Goalsl
 Services
Service Stalf ID Category Service Detail Career Center Hours
Date ]
03/30/2020 |MOSESTOZ |Dutcomes / Enhancemen [Unsubsidized Employment  [Southbridge Career Center | Edit |
03/25/2020 MOSESTO2 |8.ssessment [Comprehensive Assessm [Southbridge Career Center | 2.0
I i] LCase Conference & [ Dielete |
03/0B/2020 IBWAIT IEarEEr Flanning EDF/IEP IN orthampton Alffiliate Career C
03/06/2020 [BwalT |Program Enroliment |Career Planning |Merthampton Affiliate Career C | F\etemt\onl
03/03/2020 [TCART llob Seaich |Individual Assistance  |Morthampton Affiliats Caresr C | 1.0
03/03/2020 [TCART |8ssessment [Initial Assessment Interv [Northampton Affiliate Career C | 20=*

Row 3 of 7 More |

Trade | Eligibility Match Criteria Run Match Eligibility Criteria | (u] 8 I Cancel
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3. Click the Employment sub tab.

3 Job Seeker Membership (Lemoniello, Frank) =]

X-0002 ID: 12877197

Easlcl Ful\l Educatlonl Work Hlstnryl Eventsl A\erlsl Career Plan/vouth 155 Services | Special F'rogramsl Survey
General Emplayment |Admmistratwe| Testingl Course#.t’-\ctwityl Yauth Goalsl
-~ Services
Service StaffID Service Type Service Result Employer Mame Job Start Job Order  Phone Add
Date Date Number
[03/30/2020 [MOSES10 [Callin/Pre-Refenal Co [Pending |Cracker Banel | | 13126070 [[254) 941 K177 Edi
|03/30/2020 [MOSEST0 Mot Referred |Employer Mot Intere [Reciting Solutions Inter | | 1326010 [[517) 523-4463
|03f30.r‘2020 |MDSES1 1] IJUIJ Development Ref |Pending |Mandun Twin Drive In C(l | |[B1 7| 7451200 Delete

Follow Up

Upgrade

Werify

Select

A

Row 4 of 4 More | Job Order

Trade | Eligibility | atch Criteria | Run fatch | Eligibility Erllenal oK I Cancel

4. Select the Service Result — Hired that you want for the job seeker and

click the Follow Up button. (Note it will appear when you select the
Hired.)

The Employment Services Detail window appears.

‘?,‘| Employment Services Detail X
— Services
b Service Date: 532’3022020 e| Last Update Date: |0323022D2D
¥ Career Center. |Southbridge Career Center JEa | ¥ Staff ID: |MDSES1 0z JEa |
Description:
* Service Type: | x| ¥ Sewice Resul: | JE |
Job Order No: | 13187074
— Employ Details
Emplayer: Elpha Omega Gaming Cafe Ltd Phone:  |[B17)-626-8739 ¥ Unian: IE Yes & No
Job Title:  |Cook. Benelits: 'I b Apprenticeship I T Yes o No
Pay (3] 1275 Pay Unit: |Hour VI ¥ Incumbent Worker:' T es v Mo
Start Date: [03/30/2020 €| Offer Date: 007000000 & End Date:00/00/0000 g
Dunatior: | Ful Time, Over 150 Days hd HoursMwieck:|  40.00
MAICS: ﬁ'\ 120 SIC: | Training Related: |N0 VI
Sector Fietal - Sporting Goods, Hobbies, Books, Mu_x | Won - Traditional: [© Yes © No Verified: [ © Yes © No
Subsector: Sporting Goods, Hobby, Book, and Music Shx Spstem Employer: | Yes© Mo Sector[€ Public © Private
Indusztry Group : | Sporting Goods, Hobby, and Musical Instumn _» | Verlfication Details:
Indusztry: Hobby, Toy, and Game Stares |
US Industry: Haobby. Toy, and Game Stares _>| Dccupational Search
Employer Address: |1 B0 Hancock Street Occupational Code: 35107100
I |Chefs and Head Cooks
2 |02114- How did Job Sesker learn about this job? hd
City: [Boston State: |Massachusetts v

Mote: Blue/Bald Service Details are Fe.deralx’DSCC.ﬁFi Repartable Services Industry Cade Search B |
Emplayment and Fallow-Up Services are additionally reparted on 0SCCAR
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ﬁg;:f-,‘ Note the Service Type and Service Results are different.
\\f;n Service Type list the month of the Follow Up, the Service Result whether
\% they are Employed or not employed.

Qﬂ Employment Services Detail X
Services Provided
» Service Date: [03/30/2020 & Last Update Date: [03/30/2020
» Career Center: | Southbridge Career Center E3 b Staff ID: [MOSES102 JE3|
D escription:
» Service Type: |Follow-Up - 3 Months / Quarter 1 After Exit _w | » Service Result: | Emnployed B3|
Job Order Ne: | Follow-Up - Periodic ~
— = Fallow-Up - 1 Month
mploymen i e
Emploger: [aipha O Follow D 2 Months ¥ Unior: " Yez [« No
; Up-: thz ! X X
. - 3 . [T Yest* Ho
Job Title: Follawelp - 4 Marths =1 Apprenticeship: " Yes ™ No
Pay [§]: FollowUp - § Manths v ¥ Incumbent Woaorker:| € Yes (¢ No
Start Date: 03/30/3 FollowUp - & Months / Quarker 2 After Evit H
Duration: | Full Ting Fallow-Up - 7 Maonths Total Quarter 1 wages ($) a0
Additional Informal Follow-Up - & Months
MAICS: [| Fallaw-Up - 9 Manths / Quarker 3 After Exit Mo -
Sectar [| Follow-Up - 10 Marths " es U Mo Werfied: |0 Yes © Mo
Subssctor M Fallows-Up - 11 Manths ¥ = =
UPEEEITE OT SYSTENT ETTPIOYET. | " es{ No Sectol:| " Public T Private
Industry Group : | Sporting Goods, Hobby, and Musical Instum vl yeocee 6o Detaile:
Industry: Hobby, Toy, and Game Stores Jhd
US Industry: Hobby, Tay, ahd Game Stores _>| DOccupational Search‘
Emplayer Address: [150 Hancock Street Oceupational Code: IE101100
] | |Chefs and Head Cooks
Engl0 14 How did Job Seeker lean about this job? -
City: [Boston State: |Massachusatts v |
Mote: Blue/Bold Service Detailz are Fe.deral.f’DSEE.f'hfF! Reportable Services Industry Code Search ‘ Erplayer Search | oK, | Eemc] ‘
Ermployrment and Follow-Up Services are additionally reported on 05 CCAR

5. Choose the proper month for follow-up from the Service Type
dropdown list. (Or Quarter After Exit if desired.)
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9@;:; Note the Service Type and Service Results are different.
\\\\6;0 Service Type list the month of the Follow Up, the Service Result whether
==

they are Employed or Not Employed.

ra‘{ Employment Services Detail
Services Provided

P Service Date: [03/30/2020 |  Last Update Date: [03/30/2020
¥ Career Center, |5 outhbridge Career Center

x| » Staff ID: [MOSES102 &3 |
Description:
» Service Type: |Follow-Up - 3 Months # Quarter 1 After Exit _»| » Service Result: E rmployed -
Job Order Mo: 12187074
Mat Employed
Employment Details
Employer: Elpha Omega Gaming Cafe Ltd Phore:  J[617)-626-8799 * Union: (" ez ™+ No
Job Title:  |Cook Berefit: [ =] ¥ Apprenticeshipn [T Yes & Mo
Pay ($]: 12.75 Pay Unit: |Hour - ¥ Incumbent wWaorker|  Yes % No
Start Date: [03/30/2020 €| Offer Date: [00/00/0000 |  End Date:00/00/0000 ¢
Duration: | Full Time, Ower 150 D aps ] Hours/w'eek:|  40.00 Total Quarter 1 wages ($) .0o
Addihional Intormation
MAICS: |451120 SIC: | Training Felated: |Mo b
Sector; | Retail - Sporting Goods, Hobhies, Books, Mu_x | Mon - Traditional: | € Wes € Mo Werfied [T Yes T Mo
Subsector | Sporting Goods, Hobby, Boak, and Music 5t~ | 1l System Employer: [ © ez Mo Sector|© Public © Private
Industry Group : | Sporting Goods, Hobby, and Musical Instum v |y iee Jeon Betails:
Industry: Hobby, Toy, and Game Stores Jhd)
US [ndustry: Hobby, Toy, and Garne Stores _*| Occupatiohal Search

Emplayer &ddress: [150 Hancock Street

|
Zip: 02114

City: [Boston State: | M aszachuzetts

MHote: Blue/Bold Service Details are Federal/05CCAR Reportable Services

Employment and Follow-Up Services are additionally reported on OSCCAR

Occupational Code:
|Chefs and Head Cooks

Hows did Job Seeker learn about this job? -

35101100

Indugtry Code Search

Employer Search

aK | Cancel |

6. Select Employed or Not Employed f
dropdown list.
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7. Review all of the employment information and make any changes /
updates as necessary.

For example, if their pay has changed or employer.

Employment Details

Employver:  [4lpha Omega Gaming Cafe Ltd Phone:  |[B171-626-8733
Job Title:  |Cook Eenefits; | |
Pay [ 1275 Pay Unit: |Haour |
Start Date: [03/30/2020 e Oifer Date: [00/00/0000 €] End Date:00/00/0000 ¢
Duration; | Full Time, Over 150 Days ] HoursMweek: 40.00

}g;,jf: Make any Employment Details updates here.

\\ . If their Employer has changed update it here. (Use Employer Search.)

\&;zj If their Job Title has changed update it here.

If their Pay has changed update it here.
If their Hours/Week has changed update it here.
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8. Click the OK button to return to the Employment sub tab.

The Follow-Up has only been posted to your view of MOSES. It has
not yet been saved to the MOSES database.

| Job Seeker Membership (Lemoniello, Frank) =N =R
Lemonjello, Frank SSN: XXX-XX-0002 ID: 12877197
Basicl FuIIl Educationl ‘wiark, Histor_l,ll Eventsl Alertsl Career Plan/vouth |55 Services | Special F'rogramsl Survey
General  Emplopment |Administrative| Testingl Course.-"Acti\-'ityl r'outh Goalsl
~ Services
Service Staff 1D Service Type Service Result Employer Name Job Start Job Order  Phone Add
Diate Drate Humber
| 13126070 [[354) 9415177 Edit |
26010 [617 5]
[617) 745-120 Delete |
|03/30/2020 |MOSES10 Hob Refenal - Staff  Hired |&lpha Omega Gaming Ca [03/30/2020 | 13187074 [[517) 626-8739
10343042020 [MOSEST0 [Follow-Up - Periodic  [Employed |&lpha Omega Gaming Ca [03/30/2020 | 13187074 [[517] 626-8799 Follow Up
Upgrade |
Werify |
Select |
Row 2 of 5 More | Job Order

Trade | Eligibsility | tatch Criteria | Fiun Match | Eligibility Eriterial ak | Cancel |

9. Click the OK button and the Yes button to save changes.

This returns you to the Job Seeker Search window. And saves the
follow up service.
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JobQuest and Employment Services / MOSES

The Employment Services tab is also a location where some JobQuest
interactions are recorded.

As customers view and evaluate job postings on JobQuest these activities
are tracked on the Employment tab.

Employers in listing jobs online can assess candidates online and post
their interest in these candidates in the employer’s job posting and in the
job seekers record.

The Executive Office of Labor and Workforce Development (ECLWD)

Login / Register

FAMASSHIRE JobQuest w;%mg!'ﬂ

Home Find Jobs Locate Training  Search Events My JobQuest Help

Employers il
Home
Job Seeker Login
Find Jobs @\ Total Job Openings: 121,143 %
Keywords Job Title Location d
| ‘ ‘ Passwort
Searh T L e

Quick Tip: Use Keywords for Fastest Search Forgot Your Password?

Search

. First Time User?
More Search Optiens = .
Registering with JobQuest lets
You post your resume online
and save your job search

Kickstart your Future at a DE.Q\F't PftUnemplﬁyment T
A ssistance 1s HiIrin
MassHire Career Center i g Register Now
Job Servige
Representatives JobQuest Guide

30 Openings - Apply Now
Other Helpful Links ...
more information MassHire Career Centers
= Previous Next > Visit a MassHire Career Center for
additional Job Search Assistance.

i " . " " - . . MassCareers Job Opportunities
MassHire Career Center Resources See the NEW "mobile friendly" specialized job sites. e e hieatts state and
Find Events and Waorkshon: MassHire JobQues! other nubli tor ioh:
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1. Open the Job Seeker record of the Customer.

7 Job Seeker Membership (Test, Surly) =R =R
Test, Surly SSN: XXX-XX-4641 ID: 11565705

Basic | FuIII Educ:ationl ‘whork, Historyl Eventsl Alertsl I Servicesl Special F'rogramsl Survey
— General Information Residence Address | I

¥ First Mame: |Sur|}I Middle Iritial: |_

Address

¥ Last Name: ITBSt b Sew IMaIe =l ¥ Address: [19 Staniford Street

» Date of Birth: |D1 A/1982 el » Military: |i Yes  (* Mo |

Releaze Infarmation?: ez Mo ¥ Other Eligible |i Yez % No b Country:  |United States of America ~|

» Zip - ¥ City:

¥ Ethnicity Hispanic or Lating { ‘Yes & No = lot77e Ay Budlc,

» Race [ white [] Black or African American boState: IMassachusetts jv

[ Asian [] American Indian or &laskan Native [ Enterpiise [ Empowerment [~ Renewal
[] Other [ Hawaiian M ative or Other Pacific |slander - — -
™ Irformation Nat Available [~ Address Mot Available I M‘.ﬁl|lng.AddlESS different
Programs — Last Reportable Service Date: 02/14/2018 —————— Canfidential: I ®7Ves ONo HITG Confidentiak e 2 e
» | Contact

Program Mame Apply Program Status Histony Primary Phone: EDB]?81 0617 Email: |surIyT@gmaiI.com

: =] Other Phone: [[517]781-0508 | ]

Frogiam Ehg'?'ht}' v [Info. Comlete - i =] = wieb Addiess: Jwww Linkedin.com/27siko/82-sks [ Prefers Emails
|Career Planning 1 =] EI “Special A dati

v P

¥ Worked in agriculture or food processing in I  es O No Career Center | |

the last 12 months?

Trade | Eligibility | Match Criteria | Fun Match | Eligibility Criteria | Ok I Cancel

2. Click the Employment sub tab on the Services tab.

QY Job Seeker Membership (Test, Surly)

Test, Surly SSN: XXX-XX-4641 ID: 11565705

Basic:l Fulll Educationl whork Historyl Eventsl Alertsl Services |Special Programsl Survey

General  Employment |Administrative| Testingl Eoursemctivityl Youth Goalsl

~ Services
Service Staff I Service Type Service Result Employer Hame Job Start Job Order  Phone - Add
Diate Date Mumber
n Build Edit |
11/06/2018 IMETSELF Job Seeker Interested |Infarmation Mot Ava|Cognizant Technology St 11150534 |[250] 201-3237
[11/06/2018 INETSELF lob Seeker Interested [Information Not Awa FLAGSHIP Facility Servic | | 11183721 |[917) 273-55399 Delete |
|07/13/2018 |INETSELF Hob Seeker Interested [Pending [Harvard University | | |[B66) 666-E565
[07/13/2018 [NETSELF Hab Sesker Interested [Pending [Tep OF The Hub I I [[E56] GEG-EREE Follov UDl
[12/15/2017 |INETSELF Hob Seeker Interested [Pending |CyberCoders | | |[E66) BE6-EE65 Unarad
|07/22/2016 |MMEIB  [Employer Interested  Lob Referal - Staff |test Marie | | 1919131919 ﬁl
|05/04/2016 |MMEIE  llob Seeker Interested Job Referral - St [Boston University | | |[EEE) BEE-EEEE Verity |
|02/26/2016 |INETSELF Hob Seeker Interested [Information Not Ava [Collaborative Consulting L | | |109) 473-0555
[11/20/2015 INETEMPL ob Seeker Interested [Employer Interested ftest | | l292) 923-2932 Select |
|07/29/2014 |INETSELF Not Referred Hab Seeker Not Inte |5 alesforce.com | | |[EEE) BEE-EEEE
|07/29/2014 |INETSELF Mot Referred Hab Seeker Not Inte D eloitte | | |[E66) BEE-EE65
|04/25/2014 INETEMPL[Employer Interested  [Intemet Hired |Callaborative Consilting L | | |109) 473-0555
Row 1 of 20 More |v Job Order

Trade | Eligibility Match Criteria Fun b atch Eligibility Criteria ak | Cancel
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Common Employment Services
Job Quest Transactions

"\\“:“; INETSELF is the staff ID associated with JobQuest interactions.
\ L]

— INETSELF |
};}9-9-’- . . . .
N?C Example of a transaction data entry with a Customer saving a Job posting to
\\_\ = their interested / “favorites” list.
o INETSELF [Jab Seeker Interested [Pending [IE: b
}:ﬁ. I i i
‘\WC Example of a transaction data entry with a Customer NOT saving a Job
\\_\ = posting to their interested / “favorites” list.
o IMETSELF |Mat Refered Uob Seeker Mat Inte Koch Membrane Systems
}_:,9—39- i . . .
\@'fvﬂc Example of a transaction data entry with an Employer saving a Job posting
W= 1 their interested / “favorites” list.

This is how it looks in the Job Seekers record / Employment Services tab.
IMETEMPL [Emplover Interested  [Information Mot Awa |22nd Century Technologi |

5
’\“"*“ Example of a transaction data entry with an Employer NOT saving a Job
\\“_ o posting to their interested / “favorites” list.
This is how it looks in the Job Seekers record / Employment Services tab.
IMETEMPL [Wat Feferred [Emplayer Mat Intere [Manhattan Associates, |r
‘2‘{ Employment Services Detail X

Services Provided

b Semice Date: [11/06/2018 Last Update D ate: |02/04/2019

¥ Career Center: |Vitual Career Certer B3| » Staff ID; [INETSELF -
D escription:
¥ Service Type: |Job Seeker Interested _¥| » Service Result | Information Nat Available =

» Job Order No: 11153721

ak | Cancel ‘
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The Job Seeker Referral Process in MOSES
Advanced / Re-Cap

JOB SEEKER REFERRAL IN A JOB ORDER PROCESS FOR
STAFF

A job seeker must be vetted before being referred to a business for a
position, and, since confirmation of an employer application completion is
required prior to adding the Job Referral — Staff/Pending service, it is
important for career center staff to have the ability to track job seekers that
have been vetted, but have not yet confirmed their application for the
position.

To put a Job Seeker referral directly into the Job Order, follow the data
entry process below.

1. Search for the Employer Membership.

2. Click on the Job Order button on the bottom of the screen.

Q Employer Registration (Recruiting Solutions International) EI@
[Recruiting Sohitions International FEIN: ## #£4#3214  ID: 1635000 Notes
General Info lEmp\opel Eonta:lsl Events} Accaunt Heplesentatwes} Pragrams and Benehts} EmployerSerwces} Clasing / Layoﬂ
Company Inf i
» Name: |Recruiting & alutions |ntemational By i 1 I
» FEIN Nurber HEHAZZTE Ul Account #] - uddicss
Number Of Emplopees: ,2007 F Address: |1 06 Cambridge Street
‘web Address unvaiy, RS com |
Doing Business A |F\S\ ¥ Country: |Unila\:| States of America ﬂ
¥ Employer Type: Private >\ [T FLC [T GTF ¥ Zip: fo2114- ¥ City: [Boston
¥ Federal Contractar " Yes = Mo [ Compary Closed ¥ State:  |Massachusetts =l
¥ Primary Phone: [E17]523-4463 [™ Evacuee Friendiy - -
¥ Career Center: [Morthampton Affiliate Career Center 4| Is the maling address diferent 2 [~
Industry Trade Mames
» MAICS Code: [F41612 sic: | RS Add
¥ NAICS Sector:  [Prafessional, Scientific, and Techrical Services ] Delets
¥ MAICS Subsector | Professional, Scientific, and Techrical Services |
b MAICS Ind Group:  |Managemert, Scientific, and Technical Consulting Services_v |
¥ MAICS Industry: |Management Cansulting Services A
- = All Job Orders Open Job Orders
MAICS 1S Industry: |Human Resources Consulting Services |
Total Job Orders: 3 Total Job Orders: g
Status = ings: | 3
(% Access Appiove 1 Access Denied ‘alidated By [TCART Iula: gpemngs. ,_3 ;ota: Epenrngs. ’_g
It it
Created Diate: [T7/29/2020 Created By:[TCART g o S
Industry Code Search Job Order (1.9 Cancel
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3. Select the Job Order you wish to edit.

Q Job Order v (Recruiting
|
Erxisting Job Drders
Job Order # Job Title Payi$] Pay Assigned Date Job Status Addiess
Unit  Staff Entered
1: 111] Cal ter B E 1 Hour
13126010 |Call Center Manager 12.75Hour 106 Cambridge Street, Boston
| 1312600 [Call Center Representative| 12.75Hour [TCART |01/30/2020 [Open [106 Cambridge Stizet. Boston
Row 1 of 3
Edit I Copy Run Match Add Dielete Cloze
4. Open the Job Order.
Q Job Order (13126011) - Call Center Representative
ecruiting Solutions International FEIN: #-#443214  ID: 1635009 Notes | |
Job Specification | Fay Specificationl Fieferral Informationl Skill Set | Selected Job Seekersl Jab Order Histor_l,ll
Company Mame: |F|ec:ruiting Solutions International ¥ |3 job location different than the location of the emploper ? g (& [ Restricted
Company Addressh 0E Cambridge Street Job Location Address:  [106 Cambridge Street [~ Confidential
Compary Countly:|United States of America Created By:  TCART
Compary City: |Bost0n Job Location Country: | United States of America _v| Created Date: 1/30/202010:12:
Company 5tate: |MA Zip: |D2‘I 14- Job Location Zip Code: ID21 14- Created Office: |N0rthampt0n Affiliate Career Cer

¥ Career Center : |Northampt0n Affiliate Career Cer_v |

b Azzigned T |TCAHT VI

Job Location City:

Job Location State:

Boston oty Address: e RS1.com

I Massachusetts hd I

rlob Detailz  Typing Speed:l [w.p.m]

Drivers License:l j‘ Min Age: |

[deb P B ;;..SFhiﬂt o 4 Thid Original Mumber of Openings: 1
¥ Job Title: |Ea|| Center Representative s EEon g ¥ Openings: 1 Dpenings Filled: a

" Rotating ¢~ Split ) I—
» Joh Cateqan: |Hecruitment Salutions | = Refenals Made:

FLC Statuz: [Mome x| [ PerDiem “whork. Hour

b Job Status: [Open | From: [0%:00 AM = To: [05:00 PM =
» Duration: |Full Time greater than 150 Days | » Close Date:[12/25/2020 € | Hours/wieek: [a0.0
— Other

ez % No s this an Apprenticeship Position?

yccessful candidates will be responzible for answering incoming customer callz, utilizing company policies to

= are seeking energetic and reliable professionals to join our team as Call Center Representatives. The
B
zolve customer izsues and directing calls to the managerial team when necesszary. Our Call Center

" ez % Mo

Iz thiz a Union Position?

[ Affimative Action [ Enterprise Zone

Public Transportatio
" Ve Mo % Unknawn
Send to U5 Jobs

’V Don't Send

Expand Detail |

== ] Empowerrnent Zone

E mployer |

Cancel

@ Send o
Run Match | (] 8 I
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5. Click on the Selected Job Seekers tab.

Q Job Order (13126011) - Call Center Representative

Recruiting Solutions International FEIN: ###5#3214  ID: 1635009

Job Specificationl Fay Specificationl Fieferral Informationl SkillSet  Selected Job Seskers | Jaob Order Histary

—Selected Job Seekers

Date

Service Staffld - Service Type Service Result Mame

MHumber

Social Security Applicant D Applicant

Fhone

Add

Filter

GotaoJob
Seeker

Employer Fiun Match | ak. I Cancel

6. Click on the Add button.

o

Q Job Order (13126011 - Call Center Representative

Recruiting Solutions International FEIN: ##-###3214  ID: 1635009

Job Specificationl Pay Specificationl Fieferral Informationl Skill et Selected Job Seskers | Job Order History

(===

—Selected Job Seekers
Service StaffId ~ Service Type Service Result Mame Social Security Applicant 1D Applicant
Date MHumber Fhone Add
Filter
| Selected Job Seeker Detail Gso tokJ ob
eeker
Enter the 55H or ID of the Job Seeker being Referred.
© Job Sesker 1D: I
" Social Security Mumber: | - -
oK I Cancel
E mployer Fiun Match QK Cancel
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7. Enter the Job Seeker ID or Social Security number of the Job Seeker

being referred.

Q Job Order (13126011 - Call Center Representative

Recruiting Solutions International FEIN: ##-##43214  ID: 1635009

(== =]

Motes ‘

Job Specification] Pay Specification] Fieferral Information] Skill et Selected Job Seekers lJob Order Histor_l,ll

Selected Job Seekers

Service StaffId ~ Service Type Service Result Mame Social Security Applicant 1D Applicant
D ate Mumber Phone
f Y Selected Job Seeker Detail (23]
Enter the 55H or ID of the Job Seeker being Referred.
(+ Jab Seeker ID: 12164500
" Social Security Mumber: - -
Action: ARG
D ate: 0143042020 €l
oK | Cancel

Filter

GotoJob
Seeker

E mployer | Fiun Match | QK

Cancel

8. Select the Action desired. Job Referral — Staff or Call-In/Pre-

\

Y

=,
0O
o

r\\

.
[}
o

T\\

Referral.

Enter the 55N or ID of the Job Seeker being Referred.

* Job Seeker ID: 12164500
(" Social Security Mumber: - -

Action; Job Referal - 51 |
D ate: Call-in/Pre-Referal

f Selected Job Seeker Detail ==

Cancel

=

vetted by career center/agency staff.

and/or been vetted completely.

MOSES 101 Manual May 2020

Job Referral — Staff is used when the Job Seeker has satisfied the
application requirements and has applied for the job. This candidate is fully

Call-In/Pre-Referral is used when the Job Seeker has been notified of the
job posting and is considering it. But has not satisfied the application process
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9. Below is an example of a Job Referral — Pending.

Q Job Order (13126011) - Call Center Representative
ecruiting Solutions International FEIN: # #443214  ID: 1635009

Job Specificationl Fay Specificationl Fieferral Informationl SkillSet  Selected Job Seekers |J0b Order Histor_l,ll

—Selected Job Seekers

Service Staffld - Service Type Service Result Mame Social Security Applicant D Applicant

Date MHumber Fhone

|o/30020 | Hob Referral - Staff [Pending | [Miranda Lir-t anuel rﬂﬂﬂ-ﬁﬂ-S‘l 3 [2164500 [ - -

Filter
GotaoJob
Seeker
Row 1 of 1
Emplayer Bun Match ak. Cancel

NOTE: The referral can be backdated up to the staffs back dating MOSES

\if);g rights.
W=
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10. Below is an example of a Call-In/Pre-Referral entry.

fQ Selected Job Seeker Detail ==
Enter the 55N or 1D of the Job Seeker being Referred.
{* lob Seeker D 12861474
(" Social Security Murnber; - -
Achian: Call-in/Pre-Refe
D ate: Call-in/Pre-Referral
Jaob Referral - Staff
Cancel

Q Job Order (13126011) - Call Center Representative

ecruifing Solutions Intemational

Job Specification] Fay Specification] Fieferral Information] Skill 5et Selected Job Seekers lJob Order Histor_l,ll
Selected Job Seekers

Service Staffld - Service Type Service Result Mame

Social Secunty Applicant ID Applicant

Date MHumber Fhone

jo /3020 | Wob Referal - Staff  [Pending - &ppli [Miranda ,Lin-Manusl rﬂﬂﬂ-ﬁﬂ-E‘l 36 12164500 | - -

jo /3020 | | Callin/Pre-Refe_» | |Pending = |0'Fumiture Patty rﬂﬂﬂ-ﬁﬂ-ﬁél& 12861474 | - - Eilter

GotaoJob
Seeker
Row 2 of 2
Employer Bun Match QK Cancel
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JOB SEEKER REFERRAL PROCESS IN THE JOB SEEKER
RECORD

Call-In/Pre-Referral Contact Service

A job seeker must be vetted before being referred to a business for a
position, and, since confirmation of an employer application completion is
required prior to adding the Job Referral — Staff/Pending service, it is
important for career center staff to have the ability to track job seekers that
have been vetted, but have not yet confirmed their application for the
position.

At the point at which a job seeker has been vetted; that is, screened and
met the requirements for the position, resume reviewed and provided the
employer’s application instructions given to the job seeker, staff may enter
the new service of Call-in/ Pre-Referral Contact with service result
Vetted/Pending Application Confirmation.

Using this approach, staff will easily be able to see which of their caseload
have been referred to the position after being vetted, but still are awaiting
the application completion confirmation.
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Job Order —Selected Job Seekers Tab

Service Type: Service Result:
Call-In/Pre-Referral Vetted/Pending
Application Confirmation

 Job Order (13126011) - Call Center Representative

Jab Specificationl Pay Specilicalionl Reterral Inlolmalionl Skil Set  Selected.Job Seekers |Job Order Historyl

—Selected Job Seekers

Service Staffld  Service Type Service Result Mame Social Security Applicant ID Applicant
Date Mumber Fhone Add

an-nu-m 36 12164500 [108-507-9823

|01/30/20 [TCART Mok Referal - Staft [Pending - Appli Miranda Lin-td anuel

TL: EE | Imml O'Furriture. Pathy Eilter
Failed To Respond
Mot (ualified GoloJob
Pending Sesker

Fefused Refenal
“Wetted/Pending Application C

Row 2 of 2

Employer | Bun Match | ok I Cancel |

& Job Order (12126011) - Call Center Representative
Recruiting Solutions International FEIN: #4-##43214  ID: 1635009

Job Specificat\onl Pay Specificat\onl Referral Infarmation | Skil 5et Selected Job Seekers | Job Order Histary |

—Selected Job Seekers

Service Staffld  Service Type Service Result Name Social Security Applicant 1D Applicant
Date Nurnber Phone Add
|01/20/20 [TCART  Hob Referral - Staff  [Pending - Appli [Miranda Lin-Maruel |ﬂm¢-ﬂﬂ-51 36 |1 2164500 |1 08-807-9823
i all-in f 4 3| O'Furniture Patty B 9442 12 4| 307-472-7750 Eiter
GotoJob
Sesker

Row 2 of 2

Employer Bun Match | oK I Cancel
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Job Seeker Services/Employment Tab

After the Call-in — Vetted service is added.
Note that it is blue bold.

Job Order screen

3 Job Order (13126011) - Call Center Representative

Recruiting Solutions International FEIN: ##-4443214

ID: 1635009

Job Specificalionl Pay Specificationl Rieferral Informalionl Skil Set Selected Job Seekers |Job Order Histolyl
 Selected Job Seekers

Service Staffld  Service Type
Date

[E=5 (=R =)

Service Result Mame Social Securty Applicant 1D Applicant
Mumber Phone
J01/30/20 [TCART  lob Refenal - Staff  [Pending - Appli [Miranda Lin-t anuel

01430420 [TCART  [Call-in/Pre-Referal { fettedPendir [0'Furmiture Patty

[eas- #8536 12164500 [108-807-9623
[ean-an-9442 [12851478 [307-472-7760

Row 3 of 3

Add
Filter

GotoJob
Secker

Emploper Bun katch | OK I

Cancel
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Job Seeker record, Employment tab

ral Job Seeker Membership (Beach, Sandy)
Beach, Sandy

Basicl Fulll Educationl work Historyl Eventsl Aleltsl Career Flan/Youth |55 | Services | Special F‘rogramsl Survey
General  Employment | Administrative | Testing | Course/Activity | ‘routh GUaISI
~Services
Service Staff 1D Service Type Service Fesult Emplayer Mame Job Start Job Oider  Phone
add
Date Drate Mumber

Edit
Delete
Fallow Up
Upgrade

Werify

Select

e [T

Job Order

Row 1 of 1

More |

Trade | Eligibility tatch Criteria Fiun Match Cancel

Eligibility Criteria | akK I

Click Edit.

s

ral Job Seeker Membership (Beach, Sandy)

Murnber

0| TCART | Call-in/Pre-Referral Cof Pending Fecruiting Solutio

Beach, Sandy S8N: XXX 5014 ID: 12534766
Basic:l Fulll Educationl ‘whork Histor_l,ll Eventsl Alertsl Career Plan/Youth |55 | Services |Special Proglamsl Survey
General  Employment |.&dministrative| Testingl Eoursemctivit_l,ll Youth Goalsl
Services
Service Staff 1D Service Type Service Result Emplover Mame Job Start Job Order Fhane Add
Date Date

Employment and Follow-Up Services are additionally reported on 05 CCAR

Employment Services Detail
— Services F
F Service Date: |D'| A30/2020 Last Update D ate: |D'| A30/2020
¥ Career Center: |N0rthampton Affiliate Career Center JEa | ¥ Staff [D: |TCAF|T JEa |
Drescription:
F Service Type: |Ca||-in.-"F're-FiefenaI Contact _»| ¥ Service Result: |F‘ending |
¥ Job Order Mo | 13126011
7| Mote: Blue/Bold Service Details are Federal/DSCCAR Reportable Services 0K I Cancel |
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Employment Services Detail the Service Result can be updated.

requirements for the position, resume reviewed and provided the employer’s
application instructions, staff may enter the new Service Type of Call-
in/Pre-Referral Contact with a Service Result: Vetted/Pending
Application Confirmation. NOTE: this is a Blue Service.

,i,fc: At this point the job seeker has been vetted; that is, screened and met
\\,;// -

{ Employment Services Detail
— Services Provided
b Sewvice Date: |D1 3042020 Last Update Date: |D1 £30/2020
¥ Career Center: |Mothampton Affiliate Career Center 3| b Staff ID: [ TCART Ea|
Description:
» Service Type: |Calkin/Pre-Referal Contact _=| ¥ Service Fesul: Pending JE3 |
» Job Order Mo: I 13126011 Failed To Respand
Mot Qualified

. . . Refuzed Referral
Mote: Blue/Bold Service Details are Federal/05CCAR Reportable Services Vetted/Pending Application Confirmation L |
Emplayrnent and Follow-Up Services are additionally reported on 0SCCAR T |

f Job Seeker Membership (Beach, Sandy) e[~
Beach, Sandy S8N: XXX -XX-5014 ID: 12534766
Basicl Fulll Educationl whork, Histor_l,ll Eventsl Alertsl Services |Special Proglamsl
General Emplayment |Administrative| Testingl Eourse.-"Ac:tivityl 'outh Goalsl
~ Services
Service Staff I Service Type Service Result Employer Mame Job Start Job Order  Phone add
) A

Hurnber

Row 1 of 1 More | Job Order
Trade | Eligibility Match Criteria Run Match Eligibility Criteria

0K |

o
o
=]
o
@
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The Job Order it will look like this:

Q Job Order (13126011] - Call Center Representative
[Recruiting Solutions International

~Selected Job Seekers

FEIN: ##-##3214  ID: 1635009

Job 5 pecification | Pay S pecification | Referal Information | Skill et Selected Job Seekers | Job Order Histary |

Service Staffld  Service Type

Service Fesult Mame
Date

Social Security Applicant ID Applicant

Mumber Phone Add
[01/30/20 [TCART Nob Referral - Stalf [Pending - Appl [Mianda Lin-Manuel [hEH-#E5136 [12164500 [108-607-9823 —
[01/20/20 [TCART  [Callin/PrieReferral ( fietted/Pendin [O'Fumiture Patty [etaa-0442 [12861474  [307-472-7760 Filter

5014 {1

Row 3 of 3

Emplayer | Fun Match | Ok | Cancel |

Once confirmation of the application is received/sent to the employer, staff may
change the Call-In/Pre-Referral Contact Service Type to Job Referral — Staff

3 Job Order (13126011) - Call Center Representative ==
utions International FEIN: #4-##43214  ID: 1635009
Job Spemhcatlonl Pay Spec:|f|cat|0n| Referral Information | Skill 5et  Selected Job Seekers | Job Order Histary |
—5Selected Job Seekers
Service Staff Id  Service Type Service Result Mame Social Security Applicant 1D Applicant
Date umbier Phone Add
[07/30720 [TCART [iob Referral - Staff [Pending - Apph [Miranda Lintlanusl  [FRA-HE-5136 [12154500 [108-807-8823
[07730/20 [TCART [Callin/Pre Fiefenal ¢ [Vetied Pandin [0 Fumiture Patty [errwaaaz [12861474 [307-472-7760 Filter
/ / Sandy HHH-HE-5014 |1
Gotodob
Job Refenal - St _Sesker |
Mot Refered
Row 3 of 3
Employer | Run Match | oK I Cancel |

needed.

MOSES 101 Manual

NOTE: there is another Service Type: Not Referred. To be used when
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Once changed, you will see two Service Type entries in the Job Order for the

same Job Seeker. One is the Call-In/Pre-Referral Service Type. The second
Service Type will be the Job Referral- Staff.

Q Job Order (13126011) - Call Center Representative

[E=5 =R =5
Nt [
Jab Speclhcatlonl Pay Spaclhcat\onl Referal Inlormatmnl Skil Set  Selected Job Seekers |Job Order Hlsturyl
~ Selected Job Seekers
Service  Staffld  Service Type Service Result Mame Saocial Security Applicant I Applicant
Diate M umber Fhone Add
|n1;3n;2n [TCART Hob Refensl - Staff  [Pending - Appli [Miranda Lin-Manuel [#HH-HI-5136 12164500 [108-607-9823 =
0] TCA erral - Staff Do dy 45014 12 5 Eiker
I_QITIMWWMI—S ot dab
|01430/20 [TCART  |Callin/Pre-Aeferal U vettedPendin |0'Furmiture Patty |HH-HE-0442 12061474 [307-472-7760 Gecker
Row 2 of 4

Emplayer | Bun b atch | oK I Cancel

The service result will default to Pending.

?;’;Z'Z NOTE This means that you have confirmed that the application was
\f; submitted to the employer.
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The Service Result drop menu:

3 Job Order (13126011) - Call Center Representative | -E s

FEIN: ##3443214  ID: 1635009

Job Specwf\cationl Pay Specification | Rieferral Informalionl Skil et Selected Job Seekers |Job Order Histnryl
~ Selected Job Seekers

Service Staffld  Service Type Service Result Mame Social Security Applicant ID Applicant
ate Humber Phone Add

[01/30/20 [TCART  Hob Referal - Staft  [Pending - Appli [Miranda LircM anuel ﬁﬂﬂ-ﬂﬂ-51 36 [12164500 [108-807-9823

i TCART_[Job Refenal - Steft_|| (STt | Beach . Eilter
01730720 [TCART |CalFinPre-fiefenal ( | Did Not Contact Employer HHA-RA-5014 [12508760 |054-254-0605

= Did Mat Repart Ta Intervigw Gotodob
01730720 [TCART [CabinPreRefena | bid ot Aapatt TaWerk 1T [RH-RH-0442 [12061474 [307-472-7760 Ceoker

Filled Other

Hired

Information Mot Asvailable
Interviewed

Job Seeker Mot Interested
Nat Hired
Mot Qualified
Pending

Refuged Job

Row 2 of 4

Employer | Bun Match | [1]:4 I Cancel |

This is how it will look in the Job Seeker — Employment Services tab.

.@: Note both Service Results are in blue.

/
ral Job Seeker Membership (Beach, Sandy) EI@
Beach, Sandy SSN: XXX-XX-5014 ID: 12534766
Basic | Ful | E ducation | ‘wiork History | Events | Alertsl Services | Special Programs Survey
General  Emplopment IAdministrativel Testingl Eoursemctivityl Youth Goalsl
~ Services
Service Staff 1D Service Type Service Result Ermployer M ame Job Start Job Order Phone Add
Date Date Mumber
|/30/2020 [TCART  [Calkin/Pre-Referral Co Job Referral - St [Recruiting Solutions Inter | | 13126011 [[517) 523-4463 Edit |
|/30/2020 [TCART  lob Refenal - Staff  |Pending - Applic [Recruiting Solutions Inter | | 13126011 [[517) 523-4463
I' L= I Delete |
Fallows Upl
Upgrade |
“Werify |
Select |
Row 3 of 3 HMore | Job Order
Trade | Eligibility Match Criteria Fun Match Eligibility Criteria ak | Cancel |
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Overview / Summary

OUTREACH TO CUSTOMER REGARDING A JOB ORDER

POSSIBLE CONTACT METHODS:

1.
2.
3.

Staff locates a MOSES job order that is suitable for a customer
Staff reviews a job match and outreaches to a customer(s) regarding a MOSES job order
A job seeker in the resource room asks about a MOSES job order

SERVICE TYPE: CALL-IN/PRE-REFERRAL
SERVICE RESULT: PENDING

INCOMPLETE VETTING OF A JOB SEEKER FOR A JOB ORDER

1.

Staff Member meets with a customer and finds a suitable MOSES job order (also could
be a phone discussion)

Staff Member has a discussion regarding the qualifications for the position
Staff Member reviews the resume and determines the customer is a good fit

Staff Member informs the customer how to apply for the position (per the employer’s
instructions)
But customer has not yet completed the application

SERVICE TYPE: CALL-IN/PRE-REFERRAL
SERVICE RESULT: VETTED/PENDING APPLICATION CONFIRMATION

FULL VETTING OF A JOB SEEKER FOR A JOB ORDER

1.

4,

5.

Staff Member meets with a customer and finds a suitable MOSES job order (also could
be a phone discussion)

Staff Member has a discussion regarding the qualifications for the position
Staff Member reviews the resume and determines the customer is a good fit

Staff Member informs the customer how to apply for the position (per the employer’s
instructions)

Customer completes the application process

SERVICE TYPE: JOB REFERRAL- STAFF
SERVICE RESULT: PENDING - APPLICATION CONFIRMED
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ENTERED EMPLOYMENT IN MOSES

To record that a Job Seeker started employment in the Job

Seeker record

1. Open the Job Seeker Membership window for the job seeker.

ral Job Seeker Membership (Beach, Sandy)

SSN:
B asic |Fu\|| Educationl Work, Histolyl Evantsl Alerlsl | Sewicesl Special Programsl Survey
— General Information Residencs Address | I
® First Mame:  |Sandy Middle Initial: I_
Address

¥ LastName:  [Beach ¥ Sex  |[Female =1 | ¥ pddress: [T200 Commanveath fve

+ Race W white
[ Asian
[~ Other

¥ Ethnicity Hispanic or Lating @ Yes " No

¥ Date of Bith: [01/01/1987 el ¥ Hilitary: es * Mo [
Pelease Infarmation? Yes (" No  »DtherElighls [T Yes @ Nn » Country: [Urited States of America =]
r Zip: |E|245771E|TE| ¥ City: |EheslnutH\I\

v Black or Afiican American b State:

[ American Indian or Alaskan Mative

[~ Enterprise [ Empowerment

IMassachusetts >

[ Renewal

[ Hawaiian Native or Other Pacific |slandsr

[~ Information Mat &vailable

[~ Address Not Available

[~ Mailing Address different

~ Programs — Last Reportable Service Date: 01/30/2020

Program Mame Apply Program Status

|Career Flanning | 3| EI

H\stﬂryl:l Frimary Phone: |[617)626-8745  Email [sbeachi@gmai.com

Confidential: Yes @ No HITG Ennlidenlialli “es  No

» | Contact

Other Phone: [[791)474-7332 | 3|
‘wieb Address: ¥ Prefers Emai:
~Special A d ati;

¥ worked in agriculture or food processingin | ¢ yes & Ng Career Center |
the last 12 months?

Eligibility | bd atch Criteria

Trade |

| Fiun Match | Eligibility Criteria | ak I Cancel

2. Click the Services tab — Employment sub tab.

ral Job Seeker Membership (Beach, Sandy)
Beach, Sand : XXX

XX-5014 ID: 12534766

Services | Special Programs |

General dminiztrative | Testing | Coursesbctiviy | YYouth Goals |

~ Services
Service Staff ID Service Type Service Result Employer Marne Job Start Job Order Phone Add
Date Date Mumber

13126011 |[B17) 523-4463

Row 1 of 2 More |

Edit
Delete
Follow Up
Upgrade

Werify

Select

HHHEG

Trade | Eligibility

Match Criteria

Run Match

Eligibility Criteria | QK I

[yl
Qi
=4
o
o
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3. Select the Job Referral — Staff on the Services list that led to the placement.
Then click the Edit button.

4. Select Hired from the Service Result dropdown list.

ral Job Seeker Membership (Beach, Sandy) EI@

Beach, Sandy SSN: XXX-XX-5014 ID: 12534766

Basic | Full | E ducation | ‘whork History | Events | Alertsl Services | Special Programs | Survey

General  Emplopment IAdministrativel Testingl Eoursemctivityl Youth Goalsl

~ Services
Service Staff 1D Service Type Service Result Ermployer M ame Job Start Job Order Phone Add
Date Date Mumber
|/30/2020 [TCART  [Calkin/Pre-Referral Co Job Referral - St [Recruiting Solutions Inter | | 13126011 [[517) 523-446
I 0] TCART -.In:ntn Referal - Staff ing - iEC Si ke | 5011 (617 63
1
fd Employment Services Detail
— Services P
¥ Service Date: |D‘I £30/2020 Last Update D ate: |D‘I £30/2020
b Career Center: | Morthampton Affiiate Career Center - b Staff [D: |TCAHT ~|
Description:
¥ Service Type: |J0b Referral - Staff _v| » Service Result: Pending - &pplication Confirmed -
» JobOrderMe: [ 13726011 Employer ID: Did Not Contact Employer -
Did Not Report To Interview e
Did Not Report To Work E
i . i Filled Other
| Maote: Blue/Bold Service Details are Federal/05CCAR Reportable Services Hired my |
— Employment and Follow-Up Services are additionally reported on O5CCAR Information Not Available L i
T T A D I N _t T

Service Result drop menu:

Did Hot Contact Employer
Did Not Report To Interview
Did Hot Report To Work
Filled Other

Hired

Information Hot Available
Interviewed

Job Seeker Mot Interested
Mot Hired

Mot Qualified

Pending - Application Confirmed

Refuszed Job

The Service Result is to select Hired as the service result of the Job

377

PYaae

\\(;g Referral-Staff.
=

Note there are other Service Results you can use. Use them when

\\ﬁf;w applicable.
W=
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5. Type information into the following fields on the Employment Services Detail

window:

m Employment Services Detail @
Services Provided
b Semvice Date: [01/30/2020 Last Update Date: [01/30/2020
¥ Career Center: |N0rthampton Affiliate Caraer Center ﬂ » Staff [D: |TE.&F|T ﬂ
Description: i
» Service Type: |Job Referal - Staff _=| ¥ Service Resul: |Hired |
b JobOrderMo: [ 13128011 Emplayer 1D: [ 1635009
Employment Details
Emplayer: [Fecmiting 5 olutions International Fhone: m ¥ Urian: IW
Juob Title:  |Call Center Representative Beneft=: [ =] b dpprenticeship: [T Yes @ Ma
Pap(gr | 1278 PapUnit: [How =] ¥ Incumbent worker] T Yes T Ma

» Start Date: [00/00/0000 & Offer Date: [00/00/0000 &]  End Date:[00/00/0000 &

Duration:  |Full Time, Over 150 Days
Additional Intormation

] Houwrs/wleek:| 40,00

Pl TS [B41E12 S| ¥ Training Felated: -

Sectar: | Professional, Scientific, and Techrnical Servic_v | Mon- Traditional: [ € Yes © Mo Verfied: [T Yes © Mo
Subszectar: | Professional, 5 cientific. and Technical Servic_x | 1S pstem Employer: [ I¥est NGl Sector [X IR Uit Il
Industry Group : | Management, Scientific, and Technical Cons w1 vtz ation Details:

|ndustry: tanagement Consulting Services hd

US Industry: Hurman Resources Consulting Services _*| Occupational Search

Employer Address; [106 Cambridge Street

Occupational Code: 41904100

|
Zip: 02174

T elemnarketers

How did Job Seeker lean about this job? -

City: [Bostan State: |Massachusetts |

Mate: Blue/Bold Service Details are Fe.deral.fDSCE.f’-‘fF! Feportable Services et Gl Semrlh 0k, | Cancel ‘
Emplayrnent and Follow-Up Services are additionally reported on OSCCAR

Field Name Required

Action

Employer » if not

Name referencing
a job order
number

Job Title » if not
referencing
a job order
number

Pay ($) » if not
referencing
a job order
number

Start Date » if not

MOSES 101 Manual

Type the name of the employer who has
hired this job seeker. MOSES will fill this
field if you reference a job order number.

Type the job title for the newly hired job
seeker. MOSES will fill this field if you
reference a job order number.

Type how much the job pays for the newly
hired job seeker. MOSES will fill this field if
you reference a job order number. Be sure
to verify the actual starting pay.

Enter the date when the job seeker started
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Field Name Required  Action
referencing work.
a job order
number
Expected » if not Select the proper length for this job.
Duration referencing MOSES will fill this field if you reference a
a job order job order number.
number
Phone Type the telephone number of the employer
Number who has hired this job seeker. MOSES will
fill this field if you reference a job order
number.
Benefits » if not Select the Benefits from the dropdown list
referencing that the job seeker will receive on this job.
a job order
number
Pay Unit » Select the applicable Pay Unit from the
dropdown list. MOSES will fill this field if
you reference a job order number.
End Date End the date when the job seeker ended
work on this placement.
Hours/Week » if not Type the number of hours per week that the
referencing job seeker is working. MOSES will fill this
a job order field if you reference a job order number.
number
Union 4 Indicate whether the position is a union

Apprenticesh
ip

Incumbent
Worker

MOSES 101 Manual

position: Yes or No.

Indicate whether the position is an
apprenticeship position: Yes or No.

Indicate whether the position is an
incumbent worker position: Yes or No.
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NAICS

NAICS Sector

NAICS
Subsector

NAICS
Industry
Group

NAICS
Industry

NAICS

U.S. Industry

Employer
Address

» if not
referencing
a job order
number

» if not
referencing
a job order
number

» if not
referencing
a job order
number

» if not
referencing
a job order
number

» if not
referencing
a job order
number

» if not
referencing
a job order
number

» if not
referencing
a job order
number

MOSES 101 Manual

Type the North American Industry
Classification System number for the
employer hiring the job seeker. If you do
not know the NAICS number, use the fields
below to select an appropriate number.
MOSES will fill this field if you reference a
job order number.

Select the appropriate NAICS Sector from
the dropdown list. MOSES will fill this field if
you reference a job order number.

Select the appropriate NAICS Subsector
from the dropdown list. MOSES will fill this
field if you reference a job order number.

Select the appropriate NAICS Industry
Group from the dropdown list. MOSES will
fill this field if you reference a job order
number.

Select the appropriate NAICS Industry from
the dropdown list. MOSES will fill this field if
you reference a job order number.

Select the appropriate NAICS U.S. Industry
from the dropdown list. (If available.)
MOSES will fill this field if you reference a
job order number.

Type the address where the job seeker will

be working. MOSES will fill this field if you
reference a job order number.
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(blank line)

Zip

City

State

Occupational

Code

Training
Related

Non-
Traditional

» if not
referencing
a job order
number

» if not
referencing
a job order
number

» if not
referencing
a job order
number

» if not
referencing
a job order
number

» for some
programs,
otherwise
optional

MOSES 101 Manual

You can use this field for additional address
information such as a Suite Number.
MOSES will fill this field if you reference a
job order number.

Type the zip code where the job seeker will
be working. MOSES will fill this field if you
reference a job order number.

Type the city where the job seeker will be
working. MOSES will fill this field if you
reference a job order number.

Type the state where the job seeker will be
working. MOSES will fill this field if you
reference a job order number.

Type the Occupational Code for the
specified job. If it is not known, use the
Occupational Search button to locate the
code. MOSES will fill this field if you
reference a job order number.

Indicate if the job relates to any training
received.

MOSES pre-fills this field based upon the
Occupational Code you selected above and
the job seeker’s gender. Non-traditional
relates to whether a male or female job
seeker has been placed in a “non-
traditional” job. For example, a male job
seeker has been placed in a job that
traditionally has less than 25% of its
employee population as male, or a female
job seeker has been placed in a job that
traditionally has less than 25% of its
employee population as female.
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Sector Indicate that the employer is either public

Designation sector or private sector.
Ul System » for Some Indicate if employees can collect
Employer programs, Unemployment Insurance benefits, if
otherwise  qualified. (Almost all employers are Ul
optional employers.)
Verified » for Some Indicate whether or not staff has verified the
programs, job placement information.
otherwise
optional
Verification Enter who verified the job and how it was
Details done.
How did the Select the appropriate resource from the
Job Seeker dropdown list.
learn about
this job?

6. Click the OK button to return to the Employment sub tab.

13 Job Seeker Membership (Eeach, Sandy) = AR
S8N: XXX -XX-5014 ID: 12534766
Basicl Fulll Educationl whork. History] Events] Alerts] Services l Special Programs] Survey
General  Emplopment lAdministrative] Testing] Course.-"Ac:tivityl 'outh Goa\sl
Services
Service Staff ID Service Type Service Result Employer Mame Job Start Job Order Fhane add
Date Date Number
0143042020 [TCART [ 1326011 [[517) 523-4463
/3042020 Job R
Delete
Follaw Up
Row 2 of 2 Job Order
Trade Eligibility Match Criteria Fiun Match Eligibility Criteria | QK | Cancel |
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7. Click the OK button and the Yes button to save changes.

This is how the entered employment will look in the Job Order.

3 Job Order (13126011) - Call Center Representative =n =R

ecruiting Solutions International Motes ‘

Job Specif\cationl Pay Specilicationl Referral Informationl Skill 5t Selected Job Seskers lJob Order Historyl

Selected Job Seekers

Service Staffld  Service Type Service Resull Mame Social Security Applicant 1D Applicant

Date MHumber one Add

[01/30/20 [TC&RT [lob Refenal- Staff [Hied v |[Beach Sandy [eae-ue5014 JERIE JF17626-8745

|1/30/20 [TCART  Hob Referral - Staff  [Pending - Appli Miranda Lin-M aruel [#H-#4-51 36 [12164500  [108-807-9823 Filter

|01430/20 [TCART  [Callin/Pre-Referal [ [vetted/Pendin [0 Furniture Patty [re-He-9442 [12861474  |B17-626-5585 Go o Job

|01/30/20 [TCART  |[Callin/Pre-Rieferal [ Job Referral - £ [Beach Sandy [#H#-#H-5014 [12534766  [617-626-0745 Seeker
Row 1 of 4

Employer | QK | Cancel
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TO RECORD THAT A JOB SEEKER STARTED EMPLOYMENT IN
THE JOB ORDER

1. Open the Employer record.

General Info |Empl0yer Contactsl Eventsl Account Hepresentativesl Programs and Benelitsl EmployerSewicesl C\osing.-"Layoffl

— Company Information

¥ Mame: =cruiting i niternation (i Doy | |
» FEIN Number [aR-anE3214 Ul Account #] - 'Add'ess :
Number 0f Emplopess: I—ZDD Address: |1EIB Cambridge Street

‘wieb Address Jiweas B 1. com I
Doing Business &s: |R5| ¥ Country: |United States of America x|

» Emplayer Type: [Fivale = FLC [ GTF ¥ Zip: Joz114- * city:|Boston
¥ Federal Contractar:  Yes O No [~ Company Closed ¥ State: W
¥ Primary Phone: m [~ Evacuee Frisndly
¥ Career Center: INorthampton Alfiliate Career Center JEa| | Is the maling addhess different 2 [~ |
- Industiy ~ Trade Names
b MAICS Code: [541612 sic: | Fs.l. Add
b MAICE Sector: | Prafessional, Scientific, and Technical Services 3| Delete |
b MAICS Subsector: | Professional, Scientific, and Technical Services =1
¥ MAICS Ind Group: |Management, Scientific, and Techrical Consulting Services |
b MAICS Industry:  |Management Corsulting Services JEa|
MaICS US Industry: |Human Resources Conzulting Services e | ~All Job Orders — Open Job Drders
Total Job Orders: |—3 Taotal Job Orders: |_2
(S:ta.t';L::Schs Approve © Access Denied Walidated By:lw UEE] Dpen!ngs: |—3 e B |—2
Created Date: [01/23/2020 Created By [TEART ,Iiﬁ'e‘?j':upe"'"gs i ;iﬁéﬂ:upen‘"gs e

Industy Code Search | Job Order | Ok I Cancel |

2. Click the Job Order button.

2 Job Order (Recruiting

FEIN: #3214 ID: 1635009

— Existing Job Orders
Job Order # Job Title Pay[$] Pay Assigned Date Job Status Address
Urnit  Staff Entered
13126010 |Call Center Manager 106 Cambridge Street,
| 12126009 [Cal Certer Representative| 12.76[Hour  [TCART [01/30/2020 [Dpen [10 Cambridge Street, Bostan
Row 1 of 3

Edit | Copy Fun Match Add Delete Cloze
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Select the Job Order that has the placement. Then click the Edit button.

(3 Job Order (13126011) - Call Center Representative = ==
Recruiting Solutions International FEIN: ##-##3214  ID: 1635009 Nates ‘

Job Specification l Pay Specification] Fieferral Information] Skill Set ] Selected Job Seekers] Job Order History]

Company Mame:  [Recruiting 5 olutions Intemational ¥ |z job location different than the location of the employer 7 " Yes & [ Restricted
Company Address]106 Cambridge Street Job Location Address:  [106 Cambridge Street [ Corfidential
Company Country: [United States of America | Created By:  TCART
Company City: ~ [Boston Job Location Country: | United States of America _*| Created Date: 1/30/202010:12:
Company State: M4 Zip: 02114 Job Location Zip Code: [02174- Created Office:  [Marthamptan Affliate Career Cer
» Career Center : [Northampton Affiiate Career Cer v Job Location City: Eioston i Address: Jwew RS com
¥ Assigned Too | TCART hd Job Location State: Maszachusetts hd
Job Description 2
:,:SFh'ﬂt g 4 Thid Original Humber of Openings: 1
¥ Job Title: Call Center Representative s eean i ¥ Openings: 1 Openings Filled: 1
" Rotating ¢ Spiit Tz
¥ Job Categony: | Fecruitment Solutions = Referrals Made:
FLC Statuz: |None _»| [ PerDiem “whork, Hour
» Job Status: Fully Placed 52 From: [03:00 AM == Teo [05:00 P ==
+ Duration: | Full Time areater than 150 Days _» | b Close Date:[12/25/2020 €] | ¥ Hours/week: 40.0
Other f : =
rlob Details  Teping Speed: [w.p.m) Drrivers License; = | Age. —— O Empowermfant Eore
[ Affimative Action [~ Enterprise Zone
& are seeking energetic and reliable professionals to join our team as Call Center Representatives. The Public T i
successful candidates will be responsible for answering incoming customer callz, utiizing company policies ta GRS | el
zolve customer issues and directing calls to the managerial team when necessary. Our Call Center " Yes " No * Unkmown
Expand Detail | [Send to US.Jobs
" Yes (% No | this an Apprenticeship Posiion? ¢ Yes @ Mo |z this a Union Position? [G Send " Don'tSend

E mployer | | 0K | Cancel |

3. Go to the Selected Job Seekers sub tab.

{3 Job Order (13126011) - Call Center Representative [r= -2 =]
Recruiting Solutions International FEIN: ## ##43214  ID: 1635009 Notes ‘

Job Specification] Fay Specification] Fieferral Information] SkillSet  Selected Job Seekers lJob Order Histor_l,ll

Selected Job Seekers
Service Staffld - Service Type Service Result Mame Social Security Applicant D Applicant
Date MHumber Fhone Add
|07 430,20 ITEAFET Uob Referral - Staff |Hired [Beach Sandy [tHi8-28-5014 [12534766  [617-626-8745

Referal AR Miranda Lintdaruel m— Filter
[o1/30/20 IT m m [0Fumitre Patty IW [12861474 [617-626-6585
|01/30420 [TCART  |Call-in/Pre-Rieferral [ Job Referral - € [Eeach .5 andy [tHttH-#H-5014 [12534766  [17-626-8745 Gsoet;;Jeo[b

Row 2 of 4

E mployer | QK | Cancel
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4. Highlight the Job Seeker that has been hired.

Q Job Order (13126011) - Call Center Representative
Recruiting Solutions International FEIN: ## ##43214  ID: 1635009

Job Specificationl Fay Specificationl Fieferral Informationl SkillSet  Selected Job Seekers |J0b Order Histor_l,ll

—Selected Job Seekers

Service Staffld - Service Type Service Result Mame Social Security Applicant D Applicant
Date Mumber Phone
|01/30420 [TCART  lob Referal - Staff |Hired |Beach Sandy Iﬁnn-nn-sm 4 |‘I 2534765 [E17-E26-8745

TCART |Job Referal

| 01./30/20 | CART | Call-in/Pre-Referral |Getted.-"F'endlnu ID Furniture Patty Imm Hi-9442 | 12861474 | E17-626-5585

|01/30/20 [TCART  [Call-in/Pre-Refenal [ Hob Referal - € [Beach S andy I'um:-nn-sm 4 [12534766 [617-626-8745

Row 2 of 4

Add

Filter

GotaoJob
Seeker

Employer | Fiun katch | ak. I Cancel

5. Click on the Pending drop menu of the Service Result column.

F

Recruiting Solutions International FEIN: ##-##3214  ID: 1635009

Job Specificationl Pay Specificationl Fieferral Informationl Skill et Selected Job Seekers |J0b Order Historyl

¥ Job Order (13126011) - Call Center Representative o= s

—Selected Job Seekers
Service StaffId ~ Service Type Service Result Mame Social Security Applicant 1D Applicant
Date MHumber Fhone Add
|01/30/20 [TCART lob Referal - Staff  [Hired |Beach Sandy rﬂﬂﬂ-ﬂﬂ-SDM 12534766 [617-626-8745
/30/20| TCART _|Job Referal - Staff_| [EEIemMEd | Mianda Lintanuel HHH-HH-5136 Filter
[07/30/20 [TCART [Callin/Pre-Refenal ¢ | Did Mot Contact Employer 4y, HER-HE-9442 [12861474 [517-5265585
Did Mot Report To Interview GotoJob
|01/30/20 [TCART  [Callin/Pre-Refenal C Did Not Report To wark rtttttt-titt-Sm 4 [12534766  [617-626-8745 Seeker
Filled Other
Hired
Information Nat Available
Interviewed
Job Seeker Not Interested
Mat Hired
Mot Qualified
Pending
Fefused Job
Row 2 of 4
E mployer Fiun katch | QK I Cancel
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The Service Result is to select Hired as the service result of the Job

\\kﬁg Referral-Staff in the Job Order.
=

6. Enter the information in the Employment Services Detail screen.

Job Specification | Pay Specificationl Referral Informationl Skil Set  Selected Job Seekers |Job Order Historyl

Q Job Order (13126011) - Call Center Representative EI@

ing Solutions International FEIN: ## #3214 ID: 1635009

—Selected Job Seekers

| Occupation Code:  [41904100

Zip |o2114- City: [Boston |Telemarketers
State: |Massachusetts jEa|

Industry Code Search | QK. I Cancel

MOSES 101 Manual May 2020

Service StaffId  Service Type Service Fesult Mame Social Security Applicant ID Applicant
Date Mumber Phare Add
/30720 [TCART  Mob Feferal - Staff [Hired |Beach Sandy Fﬂit‘;-ﬂﬂ-EDM [1253476E  |[517-E26-8745
01/30/20 || TCART |dob Riefenal - Staii || EFEEMNE | Mianda Lin-hanuel s -5 36 | 12164500 Filter
|D1 430420 |TCAF|T |Ca||-ina’Pre-FlefenaI L |C"etted£Pending|D'Furniture Patty |ﬂﬂﬂ-ﬂﬂ-9442 |‘I 2861474 |B1 7-626-5585 o to Jab
otoJo
|01/30/20 |TCART  |Calkin/Pre-Referal C ob Referral - € [Beach Sandy [BEE-BEB0T4 12534766 [R17-R26-6745 Casker
F{E Employment Services Detail E
— Services Provided
Service Date: |U1 £3072020 Last Update D ate: |U1 £3072020 DT4 Office: |
Career Center. [Morthampon Affiliate Career Certer Staff ID: [TCART
Description:
Service Type:  ob Referal - Staff Service Result:  [Hired
Job Order Ma: I‘I 26011 Enmplayer [D: I‘I E35003
— Employ t Delai'l§
Employer Mame;  |Recruiting Solutions Intermational Phone Mumber: [[617] 523-4463 Union: " ez (¢ No
Job Title: Call Center Representative Benefits: hd Apprenticeship: | £ Yes & No
Pay: $12.75 Pay Unit: Hour hd Incumbent Warker: | € Yes  No
¥ Start D ate: 00./00./0000 £| End D ate: 00/00./0000 £|
Druration: |FT, over 150 Daps | HoursMweek: ID.D
—— — Additional Inf tion
MAICS Code: 541612 SIC: | Trairing Felated: | x|
MAICS Sectar: |Frofessional, 5 cientific, and Techrical Servie_v | Mo - Traditional: T Ves T No
MAICS Subsector: |Professional, Scientific, and Techrical Servic_w | Sectar: T Public [ Private
MAICS Industry — - LIl Systemn Employer: T Yes T No
R Management, Scientific, and Technical Cons_w |
Giroup : ! ; ; Werified: T Ves T No
MAICS Industy: | Management Consulting Services - Verification Detals:
MAICS US Industry: |Human Resources Consulting Services JEa | .
= Oceupation Search |
Employer Address: |‘I 0B Cambridge Street
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The Job Order with the placement

Recruiting Solutions International

FEIN: ##-##43214  ID: 1635009

Job Specificationl Pay Specificationl Fieferal Informationl Skill 5t Selected Job Seekers |J0b Order Historyl

—Selected Job Seekers

Service Staffld  Service Type Service Result Mame Social Security Applicant 1D Applicant

Date MHumber Fhone Add
|01430/20 [TCART  Wob Referral - Staff  [Hired [Beach Sandy ﬁnn-nn-sm 4 [12534765  [517-626-8745

| 430420 |TEAF|T Hob Refenal - Staff [Hired |Mirarda Liret ariel Fﬂﬂi HH-5136 [12164500 |1 08-807-9823 Filter

; ; ] ~| /PefB| O'Fumiture Patt 7 G toJab
o toJol
I 01430420 I CART I Call-in/Pre-Referral { pob Referal - CI Beach .5 andy I HitH-H#-5014 I 12534766 I B17-626-8745 Seeker
Row 3 of 4
Employer Fiun Match | QK I Cancel
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Administration

Overview

The ADMINISTRATION feature on the MOSES main menu bar is a short cut to
quickly manage your MOSES account or to assist a Job Seeker with their
MassHire Job Quest account.
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To Change Your Password

1. Click Administration on the MOSES main menu bar and select Change
Staff Password.

@| Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor
File JobSeeker Employer Training Ewvents Program  Reports  Feedback GoToe  Window Help

Hﬁ.w@|E“@@@|AB|.G Change Staff Password

Change Career Center

Change MJQ Password

Change 55N

Merge Job Seekers

Merge Employers
Merge Providers

Transfer Job Order
Staff Maintenance

Career Center Management
System Messages
DTA Final Invoice

The Change Staff Password window appears.

1. Pazzwaordz must be 8 to 10 characters in length
2. Pazswards must contain characters from at least three of the fallowing four
categornes:
Englizh uppercaze Characters [4 - £]
Englizh lowercaze Characters [a - 2]
Baze 10 digitz [0 - 9)
Mon-alphanumeric (for example: |, §, #, or %]
3. 0ld pazzwords may not be re-used
4. *You will be prompted to change your pazsword every 90 days

— Password

Staff ID: |MOSES102 k3

Mew Password: |

Confirm New Password: |

(] Cancel

2.  Type your new password in the New Password box and press the Tab key.

3. Retype your new password in the Confirm New Password box to confirm your new
password.
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4. Click the OK button. You are now logged on to MOSES with your new password.

3 Change Staff Password @

1. Pazswords must be 8 to 10 characters in length
2. Pazswords must contain characters from at least three of the following four
categories:
English uppercase Characters [4 - 2]
English lowercase Characters [a - 2]
Baze 10 digits [0 - 9]
Man-alphanurieric (for example: |, §, 8. or %)
3. 0ld passwords may not be re-uzed
4. *v'ou will be prompted to change your pagsword every 30 days

Paszsword

Staff ID: |MOSES102 -

Mew Pagaward; [
Confim New Passward: [eesessd

ak. | Cancel

5. If you get locked out of MOSES, your Career Center coordinator or other Career
Center staff with the proper security level can unlock your Staff account.

}3,;'; MOSES will prompt you to change your password every 90 days.
\\f; You should change your password at that time.

\ You are allowed three opportunities to change your password. (This prompt
is your first chance.)

If you do not change your password within these three opportunities, you will
be locked out of MOSES.

You cannot use the same password again for eight changes/cycles.

=]

N\ ==

Change 5Staff Password >

_"'-.I 1. Passwords must be 8 to 10 characters in length
' 2. Passwords must contain characters from at least three of the

following four categories:
English uppercase Characters (4 - Z)
English lowercase Characters (a - z)
Base 10 digits (0 - %)
Meon-alphanumeric (for example: |, 5, £, or %)

3. Old passwords may not be re-used

4. You will be prompted to change your password every 90 days

OK
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To Change Your Career Center

1. Click Administration on the MOSES main menu bar and select Change
Career Center.

@1 Massachusetts One Stop Employment Systern - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor

File Job Seeker Employer Training Events Program Reports  Feedback GoTo Window Help
”ﬁ.w§|E“@@E|AB|.@ Change Staff Password
Change Career Center
Change MJQ Password
Change 55N

Merge Job Seekers
Merge Employers
Merge Providers

Transfer Job Order
Staff Maintenance

Career Center Management

System Messages
DTA Final Invoice

The Your Career Centers window appears.
(If you are only assigned to one career center, only one career center will appear.)

@| Your Career Centers oo

—Select a Career Center
Halpake Career Center
MHarthampton Affiliate Career Center

Southbridge Career Center
Springfield Career Center

k. Carnicel

@| Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor
File Job Seeker Employer Training Events Program Reports Feedback Administration Geo To  Window Help

2. Select the Career Center you will be working at.
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3. Click the OK button.

You are now logged on to MOSES with your new Career Center.

}3,;'; The new Career Center should show up in the Title bar after your MOSES id.
\\f;
\‘\\‘% 1=

‘a‘| Massachusetts One Stop Employment System - User Acceptance - AWS  Staff [D: MOSES102  Career Center: Morthampton Affiliate Career Center Standard Access
File Job Seeker Employer Training Events Program Reports Feedback Administration  Go To  Window Help

enter a service from another Career Center, just change your Career Center,

\\;}’;:;: You can change your Career Center in MOSES anytime. So, if you forget to
\;f/ ) enter the service and log back in to your current office.
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To Change a MassHire Job Quest (MJQ) Password

1. Click on Job Seeker search on the MOSES main menu bar and locate Job
Seeker. Highlight the Job Seeker you want.

rel Job Seeker Search

Type of Search
Search By
(® Job Seeker ID
" Last Mame
" Social Security Number
" Claimant ID

Search Results

SoN# First Name Last Name
Justin [ Time |

Eligibility | Elig\hihlyl:literia| MatchEliteria‘

Date of Birth  Job SeekerID Address

(=S Hom =

To enter a new Job Seeker click the Add button. Search for an existing Job
Seeker by selecting a search method, entering the search criteria, and then

clicking the Search buttan.
Advanced Search

Search Criteria: ||

Claimant ID

Row 1 of 1

[ ]

Run Match ‘ Trade | Edit | Add |

Delete ‘ Close ‘

2. Click Administration on the MOSES main menu bar and select Change

MJQ Password.

File JobSeeker Employer  Training  Events  Program
cCa @ LooEa x| W

Y Job Seeker Search

Type of Search
Search By
* Job Seeker ID
" Last Hame
" Social Security Murmber
" Claimant ID

Search Results

T FistName  LastMame  Dale of Bi
ustin_____[[Tive___|

Eligibility Eligibility Criteria|  Match Criteria Run Match

(a'l Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor

Reports  Feedback = Administration  GoTo  Window  Help
Change Staff Password

Change Career Center
Change MJQ Password
Change 55N

== ==

Mtan. Search for an existing Job
ing the search criteria, and then

Advanced Seaich.

Merge Job Seekers
Merge Employers
Merge Providers

Transfer Job Order

Staff Maintenance

Career Center Management

Claimant 1D

System Messages

DTA Final Invoice

Row 1 of 1

[ ]

Trade Edit | Add | Delete | Clase
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3. The Reset MJQ Password window appears.
It will ask “Are you sure you want to reset (Name’s) password?”

Reset MJCQ Password =

:I Are you sure you want to reset Justin Time's Password?

0] 4 Cancel

4. Click the OK button.

5. The Reset MJQ Password window pops back up.
Job Seeker’s password was successfully reset to #### window appears.

Reset MIC Password pod

:I Justin Time's password was successfully reset to 2400,

oK

6. Click the OK button.
The Job Seekers MassHire JobQuest password has been reset.

be required to create a new password.

\*g;,j';: Note: When they log into MassHire JobQuest using this password they will
\% © This “pin number” is a temporary password.

,;}g;,j'; The Change MJQ Password function besides creating a temporary
\\f;o password, it also unlocks the customer’s account.
\‘\L-;?/
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Go To

Overview

The Go To feature on the MOSES main menu bar is a short cut to quickly look

up Job Seekers, Employers and Job Orders.

There are four additional ways to retrieve information within MOSES.

e If the Job Seeker ID number is known.

e If the Job Seeker Social Security Number is known.

e If the Employer ID Number is known.

e Ifthe Job Order number is known

3

]
4
g}

This is the only way to look up job orders in MOSES.

3

2
4
[}

= are redundant to using the Main tool bar searches.

c @

MOSES 101 Manual May 2020

The Job Seeker — ID, Job Seeker- SSN and the Employer Go To features

274



To Search for a Job Seeker Record
GoTo Job Seeker - ID

1. Click the Go To feature on the MOSES main menu bar.

@| Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor
File Job Seeker Employer Training Events Program Reports Feedback Admini: i GoTe  Window Help

”ﬁ.w@|E«H@g|AB|.® Job Seeker - ID

Job Seeker - 55N

Employer
Job Order

2. Select Job Seeker - ID on the drop-down list.

@| Massachusetts One Stop Employment Systern - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor
File Job Seeker Employer Training Events Program Reports Feedback Administration Window  Help

le@>B HecoEBa&| s HE Job Seeker - ID

Job Seeker - 55N

Employer

Job Order

3. Enter the Job Seeker ID number, then click the OK button.

@| Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor
File JobSeeker Employer Training Events Program Reports Feedback Administration GoTo Window Help

le@yB8 HocEB@ || W@

Job SeekerID:I
oK I

Cancel |
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4. This will bring you to the Basic Tab of the Job Seeker membership.

Y Job Seeker Membership (Werk, lvana)

‘Werk, Ivana SSN: XXX-XX-0013 ID: 12877193
Basic |FuII| Educationl work, Histor_l,ll Eventsl Alertsl I Servicesl Special Programsl Survey
— General Information Fesiderce Address | |
b First Name:  |lvana tiddle: [nitial: I_
Address
» Last Mame:  fw/erk b S |Ehose nat ta answ_v | v Address: [22 Jobsearch Blvd
¥ Date of Birth: |IJ1JD1£1985 el * Military: |E Yes (* No [
Release Infomation? [T~ Yas (- Mo #Other Eligible [ Yes & Na » County: |[Urited States of America |

¥ Ethnicity Hisparic or Lating * Yes © No

» Race v White ¥ Black or African American
[ Asian [ American Indian or Slaskan Mative
[ Other [~ Hawaiian Mative or Other Pacific |zlander

[ Information Mot Awailable

» Zip J02110- » City: [Boston
» State: |Massachusetts vl

[~ Enterprise [ Empowerment [~ Renewal

[~ Address Mot &vailable [ Mailing &ddress different

Programs — Last Reportable Service Date: 03/26/2020
~

Frogram Mame Histary

Apply Program Status

=]

|Career Planning

Canfidertial: |UYBS ®MNo HITG Confidential |i Yes (. No

— Contact

Email: |

Primary Phone: |[ ] -
Other Phone: [ ] -
‘wieb Address: |

JE
[ Prefers Emails

— Special Accommodations

¥ Worked in agriculture or food processing in
the last 12 months?

L
IFYes & No Career Center |

Eligibility | Match Criteria

Trade |

o]

Run Match | Eligibility Criteria

Cancel
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To Search for a Job Seeker Record
GoTo Job Seeker - SSN

1. Select Job Seeker - SSN on the drop-down list.

(a'| Massachusetts One Stop Employment Systern - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor
File Job Seeker Employer Training Events Program Reports Feedback Administration  GoTe Window Help

|le@> B He®oEB&| | HE Job Seeker - ID

Job Seeker - 55N

Employer

Job Order

2. Enter the Job Seeker social security number, then click the OK button. (
This brings you to the Basic Tab of the Job Seeker membership.

(a‘| Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor
File Job Seeker Employer Training Events Program Reports Feedback Administration GoTe Window Help

lc@¥B HooEBQ s WO

Job Seeker SSN:I - -
oK I

Cancel |

Basic | FuIIl Educationl whork, Historyl Eventsl Alertsl Career Plan/Youth 155 | Servicesl Special Programsl Survey
— General Information Residence Address | om0 400

b First Name: [t Middle Initiak | | siing Adess |

- Address

» Last Mame:  Mob » Sex |Nonb|nar_l,l ~] b Addiess: [123 Applicant Wap

+ Date of Birth: |IJ1.-’D'I /1590 - b Military: IE Yes  (* Mo |

Release [nformation?: Yes € No » Other Eligible |E Yes  (* Mo P Country: | United States of America |

r Zin . ¥ City

¥ Ethnicity Hizpanic or Lating ™ Yes { No 2p 02114 Ci: [Boston

» Race W Wihite ¥ Elack or Afican &merican b State: IMassachusetts j‘

[ Asian [ American Indian or Alaskan Native [ Enterpriee | Empowerment [ Renewal
[ Other [ Hawaiian MNative or Other Pacific Islandsr - — -
[ Information Mot Available [~ Address Not &vailable [ Maiing &ddress different
Programs Canfidential |Etes Mo HITG Confidential |i Yes { Mo
» | Contact
Program Mame Apply Program Status Histom Primary Phone: [[E17)626-3530 Email |ajob&gmail. com
= Other Phone: [[F811447-1235 | ]
IProgram Eligbit) ul I :‘- = ‘wieb Address: [uw linkedincomd/7Ers 7k leD [ Prefers Emails
|Carser Plarring | =1 EI - -
" es — Special Acco dations
¥ Worked in agriculture or food processing in I ~Yes ™ No  Career Centml |
the: last 12 months?

QK | Cancel

Fun Match | Eligibility Criteria

Trade | Eligibility | Match Criteria
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To Search for an Employer Record

1. Select Employer on the drop-down list.

@| Massachusetts One Stop Employment Systern - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor
File Job Seeker Employer Training Events Program Reports Feedback Administration  GoTe Window Help

|le@> B He®oEB&| | HE Job Seeker - ID

Job Seeker - 55N

Employer

Job Order

2. Enter the Employer ID number, then click the OK button.
This will bring you to the General Information tab of the Employer Record.

@| Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor
File JobSeeker Employer Training Events Program Reports Feedback Administration GoTe Window Help

lca»E Ho o EBQ s @O

Employer ID:I
oK |

Cancel |

Mendon Twin Drive In Company FEIN: ## #5£3000 ID: 1635007

General Info | Employer Contacts | Events | Account Representatives I Programs and B enefits I Employer Services | Clozing / Layoff |

— Company Information

Company Address | Mailing Address I

» Mame: |Mendon Twin Drive b Comparny
» FEIN Mumber: Iﬁﬂ-ﬁtﬁiSDDD Ul Account ﬂ:l - Address :
Number Of Emplopees: 50 (¥ Address: [35 Milford Street

“Web Address: Jmanes. mendonbwindrivein, com I
Dloing Business As: |T win Dirive [0 [¥ Country: |United States of America

¥ Employer Type: m OFfcC [ GTF l Zip: I 01756- [ Ciy: IMendnn
¥ Federal Conbractar: ez % Mo [~ Company Closed ¥ state: | Massachusetts =l
» Frimary Phone; m [~ Ewacuee Friendly
¥ Career Center: INorthampton Affiliste Career Center x| ‘ Is the maiing address diferent 2 [~ ‘
— Industiy — Trade Name_s

b NAICS Code: [F12132 sic: | Fandelmans Drive In Add
» MAICS Sector; | Information Ea| Dolete |
» MAICS Subsector:  |Motion Picture and Sound Recording Industries 3|

» MAICS Ind Group: | Motion Picture and Yideo Industries Ea|

¥ MAICS Industry: | Motion Picture and Video Exhibition 3|

MAICS US Industry: IDrive-In Motion Picture Theaters JEd| ~AllJob Orders — Open Job Orders
Total Job Orders: I—D Tatal Job Orders: I—
C%aﬁ;?cess Approve () Access Denied Walidated By:lTD’-\HT Total Dpen!ngs: I— Toid Dpen?ngs: I_
Created D ate: [T1723/2020 Created By [TCRAT Total Operings I Totcl Openings I

Induztry Code Search | Job Order | QK. I Cancel |
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To Search for a Job Order

1. Select Job Order on the drop-down list.

(a‘| Massachusetts One Stop Employment Systern - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor
File Job Seeker Employer Training Events Program Reports Feedback Administration  GoTe Window Help

|le@> B He®oEB&| | HE Job Seeker - ID

Job Seeker - 55N

Employer
Job Order

2. Enter the Employer Job Order number, then click the OK button.
This will bring you to the Job Specification tab of the Employer Job Order.

(a‘{ Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor
File JobSeeker Employer Training Events Program Reports Feedback Administration GoTe Window Help

lce@* B HooBQ » He

Job Order Murnber: I

Job Specification | Payp Specification I Referral Information | Skill Set I Selected Job Seekers | Job Order History |

Compary Mame: [4lpha Omega Gaming Cafe Ltd » |z job location differert than the location of the employer 7 () Yes @ No [ Restricted
Company Addressl‘l B0 Hancock Street Job Location Address: |150 Hancock Street [] Confidential
Company Country: IUnited States of America | Created By:  TCART

Comparny City: |Boston Jaob Location Cauntry: |United States of America _»| Created Date: 341142020 13:50:
Compary State:  [pa Fip: [02114- Job Location Zip Code: W Created Office:  [Northampton Affiliate Career Cer
» Career Center : | Northampton Affiliate Career Cer_w | Job Location City: W Wwiaha Address; www, alphaomegagaming, com

» Azzigned To: Im Job Location State: W

— Job Description ¥ Shift = =
) F'I 1 g 4 O Thid Onginal Number of Dpenings: 1
» Job Title: |Cook = ecan " » Openings: | 1 Openings Fill=d: 1
[ Fiotating [ Split ) l—.l
¥k Job Categany: |F|egular -] - Referrals Made:
FLLC Status: |None ~| [ PerDiem ‘whark, Hour.
b JobStatus  [Fully Placed =1 From: [09:00 AM == To: 0500 PM =]

¥ Diuration: |Full Time greater than 150 Daps | » Cloge Date:lﬂﬂm 0/2020 b HoursMeek: 40.0

— Other - - — -

rJob Detailz  Typing Speed:l BR [w.p.m] Dirivers License:l Regular [Class C vl Min Age. I _ *ID Empowermfent Zone
[] &ffimative Action [ Enterprise Zone

rust be able to cook giiled cheeses, hot dogs and hamburgers for sweaty nerds  Condiment experience a -
m

- : : Public Transportatio
ust.  Fries and chicken nugget knowledge required,
o o e v | OYes Mo @) Lnknaown
Expand Detail | Send to US.Jobs
’70 Send @ Dot Send

)%We: @ Mo g thiz an Apprenticeship Position? )%es @ Mo |z thiz a Union Position?

Emploper | Bun Match | QK I Cancel |
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Window

Overview

The Window feature on the MOSES main menu bar can be used to view
multiple MOSES records at the same time.

The feature allows the user to:

e Arrange all of the open records to view.

e Close all of the open records.
e Close all except front record.

¢ Move from one open record to another.
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To View more than one open record at a time

1. Click the Window feature on the MOSES main menu bar.

@1 Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor
File JobSeeker Employer Training Events Program Reports Feedback Administration GoTo  Window Help

HG.W@|EQ@@@|3 Arrange All

Close All
Close All Except Front

1 Job Order (13187074) - Cook

2 Job Seeker Search

3 Job Seeker Scheduled Events

4 Employer Regi ion (Recruiting Soluti

5 Job Seeker Membership (Lemonjello, Frank)

>
e You can toggle between records by placing the check mark next to the
\\% record that you are interested in viewing.

5>

Rarc A list of all open records will appear when clicking on the Window feature.
\J They are displayed on the bottom half of the drop-down menu.
= A check mark indicates which record you are currently in.
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2. Select Arrange All on the drop-down list.

(a‘{ Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center Career Center Supervisor

File Job Seeker Employer

Training  Events

e @z B | Hw®o

BEal:

. 4 Employer Regi i

Program Reports
Arrange All

Close All

Close All Except Front

Feedback

Administration

GoTo  Window Help

1 Job Order (13187074) - Cook

2 Job Seeker Search

3 Job Seeker Scheduled Events

(Recruiting 5ol

5 Job Seeker Membership (Lemonjello, Frank)

3. It will display all of the MOSES records that are open on your

computer.

Q| Massachusetts One Stop Employment System - User Acceptance - AWS Staff ID: MOSES102 Career Center: Southbridge Career Center Career Center Supervisor

File JobSecker Employer Training Events

Pragram  Reports

Feedback Administration

Go To

Window Help

@Y E | H9oBa s HO

[Lemonjello, Frank

(5]

XXX-XX-0003 ID: 12877198

Basic | Full| Education | otk History | Events | Alents | Career Plan/Vouth 155 | Services | Special Progiams |

General Information

Residence pdetess | 12|
Address

¥ Fiist Hame:  [Frank Micdle Inidal [~
¥ LastName:  [Lemonislo »Sex [Mae
* Date of Birth: |01./01/1930 g * Military: Yes * No

Release Information Yes { No

» Othes Eligible [T Yes @ Mo

b Addiess: 19 Cool'whip Circle
¥ Country | United States of America

Ethnicity “Hispanic or Laling * Yes ©~ No

» Race ¥ Whie [V Black or Aftican American
[~ Asian [~ American Indian or Alaskan Native
I~ Other

[~ Hawaiian Naive or Other Pacifc |slander

r Zi 01364 » Ciy: [Orange
v Stater  [Massachusetts >

I Enterprize [ Empowerment I~ Rer

= frArmnn Rt Ariniabin

| Q] Job Seeker Search

~Type of Search

SearchBy — —
£ Job Sesker D

 Last Name

© Social Securty Number
" Claimant ID

To enter a new Job Seeker click the Add button. Search for an existine
Seeker by selecting a search method, entering the search criteria, and

clicking the Search button.

Search Criteria

- Gaarch Rasulle

Q Job Seeker Scheduled Events
~Event Schedule

Event Mame Location

Q' Job Order (13187074) - Cook
Alpha Omega Gaming Cafe Ltd

FEIN: #4-#543006

1D: 1641689

dab Spesiication | Fay Speciication | Referal Infomalian | Skl Set | S elected.Job Seskers | Job Orcer Histary |
Company Name: [Alpha Omega Baming Cafe Ltd > Is job locslion diferent than the locstion of the employer 2

Company Addvessh 50 Hancock Street

Orres @ Ha

Job Location Address: 150 Hancock Sheet

Microsoft Word 2

[Mount Greyiock Comp

Career Centar

Schedule Participants/

Schedule
Date ime

ETETEER T e
Northampton Affiliate Care [03/30/2020 |01:00 PM |0/25 =3 B

Interview Skils Calvin Coolidge Classio

[Nathampton Affiiate Care [03/31/2020 [03:00 AM 0725

Resume Overview Cakvin Coolidge Classio

Northampton Affiiate Care [03/31/2020 |01:00 P [10/25

b Seaich Stategies

[Fioneer Valley Tech

ffiiate Care |04/01/2020 |03:00 AM |0/25

aterans ientafinn

Menadnnck Tral Rnard INathamntan Affiate Care 08T /2020 00 PM (7776 Bl

3 Employer Registration (Recruiting Solutions Intemational)

E=iE]

Company Country:[Unted States of America Created By:
Company Ciy:  [Boston Job Location Country: — [Urited States of America =] Created Date:
Company State: - [MA Zip: 02112 Job Location Zip Code: [12114- Crested Offce:  [otharmpton | General ko | Employer Contacts | Everts | Account Aepresentatives | Programs and Benfis | Employer Senvces | Chsing / Laelt |
¥ Career Center © | Northampton Affilate Career Cer v Job Location City: Bostar Wit Address: wwe. aIEham Company
¥ Assigned To:  [TCART ~ Job Location Stete:  [Massachusells - » Name: [Recniting Sokians Intemational Company Address | Maiing & deress |
& £ ¥ Shit Digina Nurmber of Openings > FEIN Humber RG2S Ul Account #] - LT ———— ==
‘Address: [106 Cambridge Street
R S— { @Fit CSeond OThid |, 2000 Murber Of Emplopess: 200 —
T Babstnn (7 Sk Wik A
Ready
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To Close open records

1. Select Close All to close all of the open MOSES records on your
computer.

@1 Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102 Career Center: Southbridge Career Center  Career Center Supervisor

File Job Seeker Employer Training Events Program Reports Feedback  Administratis GoTo | Window  Help

le@as @ | HocBa | Arrange Al

Close All

Close All Except Front

1Job Order (13187074) - Cook

2 Job Seeker Search

3 Job Seeker Scheduled Events

4 Employer Registration (Recruiting Solutions International)
5 Job Seeker Membership (Lemonjello, Frank)

Ql Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor
Administrati GoTo  Wind Help

File Job Seeker Employer Training Events Program Reports  Feedback

le@ayB | HocBa | WMo
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To Close All Except Front

1. Select Close All Except Front to close all of the open MOSES
records on your computer except for the record that is designated with
the check mark (the front record).

[Lemonjello, Frar

Q| Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102 Career Center: Southbridge Career Center Career Center Supervisor - %
File JobSecker Employer Training Events Program Reports Feedback GoTo | Window  Help
le@» @ Hw® o B@| : Amangeal

Close All 5

Close All Except Front @b Secker Search

~Type of Search

Releass Information? Yes O Mo »Other Eligible * No

1 Job Order (13187074) - Cock Search By To enter a new Job Sesker click the Add button, Search for an existing
Basic | Full| Education | wark Histry | Even 2Job Seeker Search & Job Secker ID iﬁjﬁ:;‘a:z‘:gmgfuﬁi’“ i) e oseeh o, aid
General Information 30 Seeker Scheduled Events it Seatch Citerar [
» FistName:  [Frank §  Social Security Humber
4Employer Solutions P i
¥ Last Name:  |Lemanjello — Claimant |0 p
5 Job Seeker Membership (Lemonjello, Frank
b Date of Binth: [[1701/1930 el . “ob Secker Members tp (U=tmzaf =T, (Fentd) i

- Search Resilts

¥
¥ County  |United States of Amenica

Ethnicity Hisparic or Latino © Yes " No

» Race ¥ Whie [¥ Black or Afiican Ameiican
[ Asian [ American Indian or Alaskan Native
[ Other [~ Hawaiian Native or Dther Pacific |slander

Pz o136 b Ciy: |Orangs Hed- o Seeker Scheduled Events =]
¥ Stater tassachusetts > ~Event Schedule

I Enterprise [~ Empowement [~ Rer Location Career Center

Event Name

Schedule  Schedule Participants/
Date Ti penings

| N

Company Address{150 Hancock Strest
Company Country:[Urited States of Americs
CompanyCity: ~ [Boston
CompamyState: Az [ETE

¥+ Assigned Tee  |TCART

Jiob Location Address:

Job Location County:
Job Location Zip Code:
Job Lacation City

- Jiob Location State:

Job Specification | Pay Specilication | Referral Infomation | Ski Set | Selected Job Seekers | Job Ouder History |

Company Name: [Alpha Omega Gaming Cafe Ltd ¥ Is job location diferent than the location of the employer ?

Joa/30/2020] fors |
Mount Greylock Compu Northampton Affiliate Care|03/30/2020 |01:00 P 10/25 el
Calvin Coolidge Classto [N otharpton Affiliate Care|03/31/2020 |03 00 AM |0/25 19
Calvin Coolidge Classio [Northampton Affilate Care [03/31/2020 |01:00 P [10/25
Pioneer Yaley Techi filiate Care|04./01 /2020 |03 00 AW |0/25

Mnnarnnnk Trai Rnar Nnithamnton Affiiae Care (140 72070 00 P /o5

Microsoft rord 2
Interview Skils

[Resume Overview
b Seaich Stategies
‘elerans Mirntatinn

O res @ No
o e ey Q Employer Registration (Recruiting Solutions Intemational) ===l
Ol International
Urited States of Ametica ~1 Cieated Date:
02114 Crsated Office:  [Northamplon | General Info | Employer Contacts | Events | Account Representatives | Progiams and Benefits | Employer ervices | Clasing / Layett |
Boston Wi Address: [ aphsor Company
Wassachusetls 2 »MName:  [Reciiting Soiions Intemaions] Compary Addtess | 1 ks

Job
’t

Shift
(@) First ) Gecond (O Thid
OV Bnbatinn ) Cn

Address

|i Address: [106 Cambridge Street

Original Number of Operings:
¥ Operings: T Opc

» FEIM Number. HH-HEH32 4 Ul Account #] -

Nunber OF Employees: |200

JobTie: ook
Ready

2. Close All Except Fro

nt will leave only one record open.

The record can be re-adjusted to full screen size by using the maximize
button at the top right corner of the record.

File JobSecker Employer Training Events Program Reports Feed

Q| Massachusetts One Stop Employment System - User Acceptance - AWS Staff ID: MOSES102 Career Center: Southbridge Career Center Career Center Supervisor

back Administration GoTo Window Help

[Lemonjello, Fran

Basic | Full| Education | otk History | Events | Alents | Career Plan/Youth 155 |

e E | H9oBa s HO

Services | Special Programs |

General Information

¥ Fist Hame:  [Frank Micdle Iniial [~
» LastName:  |Lemanielo » Sex  [Male i3 |
» Date of Birth: |01/01/1330 . * Military: “Yes @ No

Release Information Yes

» Othes Eligible [T Yes @ Mo

No

Residence pdetess | 112 |
T —
b Address: [T8 Coolwihip Circle

» County: [Drited States of Ametica

Ethnicity “Hispanic or Laling * Yes ©~ No

» Race ¥ Whie [V Black or Aftican American
[~ Asian [~ American Indian or Alaskan Native
I~ Other [~ Hawaiian Naive or Other Pacifc |slander
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Q| Massachusetts One Stop Employment System - User Acceptance - AWS Staff ID: MOSES102 Career Center: Southbridge Career Center Career Center Supervisor -
Q| File JobSecker Employer Training Events Progam Reports Feedback Administration GoTe Window Help

c@d¥E |[HooBa s H®

. Frank SSN: XXX-XX-0003 ID: 12877198
Basic |FuHI Education | work History | Events | aletts | Career Plan/Youih 155 | Services | Special Programs | Survey
[~ General i Residence Address | |
b FirstName:  [Frank Midde Iniial: [~

Address
» Last Name:  [Lemonilo v Sex [Wale v bddess 90 WG
» Dale of Bith [01/07/1990 el v vty [T7es o —
Release Infomation?: [ Yes C No  »Other Elighle [ Yes & Ho ¥ Counry [Urited States of fmerica =]
"+ Ethnicity Hispanic or Lating @ es O No —————————— | © 2P 1354 * Ciy: lrange
» Race [V Whie ¥ Black or African American b Sater  [Massochusels ]

[~ Asian [~ American Indian or Alaskan Native [~ Enterprise [~ Empowement [~ Renewal
[~ Other [~ Hawaiian Native or Other Pacific Islander
T Information Mot dvailzble T Addiess Not Avalkabie T~ Maling Address diferent

Confidential: [ Yes ® No  HITG Confidentiat [T Yes - No

- | - Contact
Prirnary Phone: [ 1 Ernail:|

Oter Prone: T - [ =l
webiddess [ [ PuefersEmals

- Special

o ~ Last Service Date:

History
B

Frogiam £l =]
[Career Planring  [Enaled = HE

v

¥ Worked in agriculture or food processingin | yes @ No Career Center |
the last 12 months?
Trade Elgibilty | Match Criteria | Fiun Match | Eligibilty Criteria | oK I Cancel

Ready
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Help

Overview

The Help feature on the MOSES main menu bar can be used to answer
technical “how to” questions as well as provide information between
Career Centers and various internet web sites.

The feature allows the user to:

e View MOSES (statewide) staff member contact information.
e Move to screens once logged onto MOSES.

e Link quickly to numerous helpful websites such as MassHire CIS, Job
Posting sites and MJQ.
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Using Contents in MOSES

1. Click the Help feature on the MOSES main menu bar.

@ Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSEST02  Career Center: Southbridge Career Center Career Center Supervisor
File Job Seeker Employer Training Events Program Reports Feedback Administration GoTe Window
le@s B HoeoBa |« @ Contents
Search For

About

View Staff Directory
View Bulletin Board

View MOSES Tips
Links
Contact Us

2. Contents and Search For were a way to access the original MOSES
manual from 2000.

These features became inactive when an Oracle update was done and
the features no longer work. (Plus, it is the original manual.)
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Using About in MOSES

1. Select About to view the current staff member logged on to the
computer.

@ Massachusetts One Stop Employment System - User Acceptance - AWS  Staff [D: MOSEST02  Career Center: Southbridge Career Center  Career Center Supervisor
File Job Seeker Employer Training Events Program  Reports  Feedback  Administrati GoTe Window

le@s B | HwooBa | | H@ Contents

Search For

About

View Staff Directory

View Bulletin Board
View MOSES Tips
Links

Contact Us

2. If you are working in MOSES, the MOSES User ID should be yours.
Shown is the MOSES version number.

In this example it is Version 37.3 and displays todays date.

fa'| Welcome to MOSES ot
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Using Staff Directory in MOSES

1. View Staff Directory is an excellent way to identify, look up and/or
contact staff that work with MOSES.

All MOSES users are listed in the directory.

(a‘( Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSEST02  Career Center: Southbridge Career Center Career Center Supervisor
File Job Seeker Employer Training Events Program Reports Feedback Administration GoTe Windoew  Help
lc@a @ HocBa x| o Cortent
Search For

About

View Staff Directory
View Bulletin Board

View MOSES Tips
Links
Contact Us

This information is taken from the Bulletin Board page of MOSES.
.3;;21' The information is only as accurate as your information on this screen.
\j Verify and update as necessary.
== The search will result in the staff members User ID, Last Name, First Name,
Telephone Number, Extension, Home Local Office and work Email.

2. View Staff Directory will search MOSES using the individuals Staff
ID, Last Name or by Career Center.

This is an example of by Staff ID

Y Staff Directory (= [ |meSal

— Type of Search
Search By Search for an existing staff by selecting a search method, entering the search
& Staif ID criteria, and then clicking the S earch button.

* Stal

7 Last Mame Search Criteria: [MRMOSES

" Career Center

—Search R

Ext  Home Local Office

Mister | 61 ?-525-530 | Southbridge Career Cenj Mister. Moses @detma.org

Row 1 of 1 X isinactive

Iore Close
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3. View Staff Directory will search MOSES using the individuals Staff
ID, Last Name or by Career Center.

This is an example by Last Name

Y staff Directory

(=S ol ==

~ Type of § h

Search By
7 Staff ID
* Last Name

" Career Center

Search for an existing staff by selecting a search method, entering the search

criteria, and then clicking the Search button.

Search Criteria: IMcCarthﬂ

— Search Results

User Id Last Name First Mame Phone Exd Home Local Office Email
JMCCA3 | McCarthy | dahin | 978-634-1481] 215 | Central Mass Rapid Red @gmail.com |
[AMCCA— McCarthy ison [508-8944796 ] [Brockton UITCC [@gmail com x
[IMCCAT McCarthy [im [617-542-9292 [635 [AAA Deactivated Users [@gmail.com x
[DMCCA  [McCarthy |Darlene [5087325305] [AAA Deactivated Users [@gmail.com x
[KMCCA — [McCarthy [Kevin [506-9904158  [AAA Deactivated Users [@gmail.com x
|SMCCA  McCarthy |Susan Eﬂm [ [AAA Deactivated Users [@gmail. com ]
[MCCA [McCarthy Jlan [506-2221950[  [AAA Deactivated Users [@gmail.com x
CMCCA [McCarthy-Lavoie [Carol [§78-4462491]  [Lowell Career Certer | x
Row 1 of 8 X isinactive
More Cloze
2 x o
t‘ : An after their email address means that the staff user has been
\ = inactivated in MOSES.
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4. View Staff Directory will search MOSES using the individuals Staff
ID, Last Name or by Career Center.

This example shows a look up by Career Center.
It will list MOSES users in that Career Center.

2 st Directory oo =
Type of Search
Search By Search for an existi_ng staff by selecting a search method, entering the search

criteria, and then clicking the Search button.
" Staff 1D

~ .
Last Hame Search Criteria [Northeast Rapid Response j Search

(+ Career Center

Search Results

User Id Last Mame First Mame: Phone Exd Home Local Office Email
LBROW [Bown _ Jlsa  [781691.7413] |Northeast Ropid Respof
MDISL Disla-Shannon Morca E?E— F22-7013 l_ MNortheast Rapid Respor |@gmail.com
|SFERRAD! |Femier Scott [176266428|  |Northeast Rapid Respor [@gmail.com x
How 1 of 3 X isinactive
Cloze

& % wtter e e
\\l* An after their email address means that the staff user has been
\% o inactivated in MOSES.
S _— .
\\q:c: It will list all MOSES users for the Career Center alphabetically by last
\% o name.

Career Center is defined in this case as the MOSES office / location.

oot That could be the Career Center, a Workforce Board, a CBO, or any
\\: A\ N office location that uses MOSES.
N= . : .
In the above example it is a Rapid Response location. But you could as
an example look up Saint Francis House, and their staff would be listed.
*\):Z';: Remember that MOSES displays information in batches of 50. At some
\\\S;‘// s offices you will need to click the More button to get everyone.
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Using Bulletin Board in MOSES Help

1. View Bulletin Board will bring you to the MOSES Bulletin Board that
you saw when logging on to the system.

(&( Massachusetts One Stop Employment System - User Acceptance - AWS  Staff [D: MOSEST02  Career Center: Southbridge Career Center  Career Center Supervisor
File Job Seeker Employer Training Events Program  Reports  Feedback Administration GoTe Window | Help
Hﬁ.xﬂﬂ|g<}.@@@|x&3|.® Coentents
Search For

About

View Staff Directory
View Bulletin Board

View MOSES Tips
Links
Contact Us

Qﬂ Massachusetts One Stop Employment System x

Moses - Welcome...

Do we have your comect e-mail address? |Moses1 02=detma. org

Do we have pour conect phone number?: |51 7-626-5300 Extension: I

Welcome to MOSES class.

Thesze are state wide messages posted by offices with MOSES. They have statewide announcements. Job Fairg, recruitments, office
changes, etc.

To see the Bulletin Board at any time, click HELP. YIEW BULLETIN BOARD. Career Center
Managers may display Career Center specific messages in this section of the Bulletin Board - click
ADMINISTRATION, CC MANAGEMENT. OFFICE MESSAGES. ADD. Messages placed in this section

are visable only when staff are signed in to your location. The message will not be seen by staff

signed in to other locations. If CC Managers have multiple locations. they will have to change Career
Centers and type in (or copy and paste) their bulletin board message again for each location. v

Cloze

MOSES 101 Manual May 2020 292



2. The Bulletin Board asks if your email address and telephone number
are correct.

If they are not, please update.

| QH Massachusetts One Stop Employment System *

Moses - Welcome. ..

Do we have your corect e-mail address? |Moses1 02iadetma.org

Do we have your corect phone number?: E17-626-5300 Estenzion:

Welcome to MOSES class.

These are state wide messages posted by offices with MOSES. They have statewide announcements. Job Fairs, recruitments, office
changes, etc.

To see the Bulletin Board at any time. click HELP. VIEW BULLETIN BOARD. Career Center "
Managers may display Career Center specific messages in this section of the Bulletin Board - click
ADMINISTRATION, CC MANAGEMENT, OFFICE MESSAGES. ADD. Messages placed in this section
are visable only when staff are signed in to your location. The message will not be seen by staff
signed in to other locations. If CC Managers have multiple locations, they will have to change Career
Centers and type in (or copy and paste) their bulletin board message again for each location. v

Cloze

The MOSES Administrators utilize the upper section to make
announcements pertaining to MOSES that are viewable statewide.

\9:;:32: The lower section displays messages for your career center
\\f% - announcements. These are only visible to you and people in your office.

The middle section are career center announcements posted statewide.
(Job fairs, recruitments, etc.)
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Using View MOSES Tips in MOSES

1. Select View MOSES Tips from the drop-down list.

(a‘( Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSEST02  Career Center: Southbridge Career Center Career Center Supervisor
File Job Seeker Employer Training Events Program Reports Feedback Administration GoTe Windoew  Help

J]ﬁ.";’f§|g<:'@|g@|aa|-® Contents

Search For

About

View Staff Directory
View Bulletin Board

View MOSES Tips
Links
Contact Us

2. View MOSES Tips is another screen that you passed when logging on
to the system.

You can view tips once you have passed the initial log on screens or
you can change your preference to show tips again if you have
previously turned the feature off.

Y MosEs *

Moses Tip of the day!

Mext Tip

Did you know _..

Cloze

Always tab out of the zip code field once you enter it. When you do this, the city
# and state should automatically appear. If it does not, then check the numbers you
entered. Correct any errors and tab out again.

[¥ Do not show Tips on opening.

Y

[T Do nat show Tips on opening.

Allows you to Turn off or Turn on the Tips.
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Using Links in MOSES

1. Select Links from the drop-down list.

(a‘( Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSEST02  Career Center: Southbridge Career Center Career Center Supervisor
File Job Seeker Employer Training Events Program Reports Feedback Administration GoTe Window | Help
c@YE HoeoEG s | H @ Contents

Search For

About

View Staff Directory
View Bulletin Board
View MOSES Tips
Links

Contact Us

2. Links opens a MOSES Favorite Links window.

A helpful listing of sites such as MassHire JobQuest, MassHire Career
Information Systems, Labor Market Information sites, FEIN Look-ups
sites, postal code information, Youth, Veteran and Job listing websites.

Y MOSES Favorite Links - a e

Career Decisions - Using Tests and Assessments to Guide Your Choice
This guide will help vou better understand the different tvpes of career assessments and how vou and others may
want to use them to make better career decisions.

Census Tract Street Locator

Look up street addresses by State or County, or look up street addresses or a specific address within a ZIP
Code.

Commonwealth Corporation

Commonwealth Corporation is a quasi-public organization responsible for administering and delivering a wide
range of public and privately funded mitiatives.

DUA - Division of Unemployment Assistance
The Division of Unemplovment Assistance, under the Executive Office of Labor and Worlforce Development,
provides services to people laid off from their jobs.

Department of Defense Daily Awards

This website gives dailv announcements of military contracts over $5 million. In researching prior awards, which

is usually the case, this site is not especially useful unless vou know approximately when the date the award was
made. This can be useful when worldng with Emplovers.

Emplover's Guide to Testing and Assessment Good Practices

This Guide is designed to help managers and human resource (HR) professionals use assessment practices to

reach their organization's HR. goals. It conveys the essential concepts of emplovment testing in easy-to-

understand terms so that managers & HR. professionals can evaluate and select assessment tools/procedures

that maximize geiting the right fit between jobs and employees. v

™ 1 AT ey

New websites and resources can be easily added.
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Using Contact Us in MOSES

1. Select Contact Us from the drop-down list.

(&( Massachusetts One Stop Employment System - User Acceptance - AWS  Staff [D: MOSEST02  Career Center: Southbridge Career Center  Career Center Supervisor
File Job Seeker Employer Training Events Program  Reports  Feedback Administration GoTe Window | Help
Hﬁ.xﬂﬂ|g<}.@@@|x&3|.® Coentents
Search For

About

View Staff Directory
View Bulletin Board

View MOSES Tips
Links
Contact Us

2. Contact Us gives detailed instructions for getting help with MOSES,
the MOSES Help Desk or IT Help Desks.

If vou have technical difficulties with your PC, LAN, Monitor or Printer, Call the IT Help ~ #
Desk.
If you have questions or comments about MOSES please take the following steps:

Consult your training manual.

Consult MOSES FAQ

Ask a colleague or supervisor.

Consult MOSES HELP by clicking HELP on the Menu Bar at the top of screen.
Consult with the MOSES Local Expert (MLE), Site Supervisor or designee who
will call or e-mail the MOSES Help Desk.

Mo b b e

IT Help Desk: (844) 435-7629 or (844) HELP-MA-9
MOSES Help Desk: 617-626-5656

MOSES Help Desk e-mail moses(@detma org
IT By Email: massgovid service-now.com e

NOTE: Depending on who your employer is determines which IT Help
Desk to contact.

The information listed for IT Help Desk is for State employees.

15

'

Partner staff or Agencies may have their own IT department.
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Scanned Documents

1. Open the Job Seeker record.

Y Job Seeker Membership (Test, Surly)

E=8E=R

¥ Infarmation Nt &vailable

Test, Surly SSN: XXX-XX-4641 ID: 11565705 "a1{Ta]
B asic |Fu||| Educationl Wrk Histor_l,ll Eventsl Alertsl | Servicesl Special F‘rogramsl Survey
— General Information Residence Address | |
¥ First M arne: |Sur|y Middle Initial: |_ o
¥ LastMame:  [Test bSew [Male =l b Address: [19 Staniford Street
» Date of Birth: |D1JD1;"1982 &l b Military: Yes (% No [
Release Information: | £ Yes " Mo ®Other Eligible I T Yes @ No b Country: |United States of America &3
L4 i - ¥ City:
¥ Ethnicity Hispanic or Lating { Yes & Mo 2 lot776 Ciy: [Sudbury
+ Race [ wkite [] Black or African dmericarn - |Massachusetts jv
[] Asian [] American Indian or &laskan Native [ Enterprise | Empowerment [ Renewal
[ Other [ Hawaiian Native or Other Pacific |slander

[~ Address Mot Available [~ Mailing &ddress different

Program M ame Apply Program Status History -
x|
Pragram Eligibility v m |}
|Career Planning [l =l EI
v

Programs — Last Reportable Service Date: 0271472018 ————————

Confidential: |@Yes JNo  HITG Confidential: ‘ez f* Mo

— Contact
Prirnary Phone: [[508]751-0617 Emai: [surlyT @Earmail. com

Other Phone: [[517)781-0508 I ]
“Web Address: www Linkedin.com/27 gjko/82-sk/ I_ Prefers Emails

—Special Accommodations

¥ Worked in agriculture or food processing it
the: last 12 months?

IrYes & Ha Career Center |

Trade |

Eligibility | Match Criteria

Run Match | Eligibility Criteria Cancel

2. Note the

Scan icon on the Job Seekers record.

This identifies that the record has a scanned document(s) in it.

3. On the main tool bar. Click on the scan

File JobSeeker Employer Training Events Program Reports

Feedback Administration

QH Massachusetts One Stop Employment System - User Acceptance - AWS  Staff ID: MOSES102  Career Center: Southbridge Career Center  Career Center Supervisor

GoTo Window Help

ey

EEFEEIR 1€
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4. This will open the Applicant Scanned Items window.

ra{ Applicant Scanned ltems Test EI

—Applicant Scanned ltems
Document Type Page ScanDate Description Destroy Date

1110417

E xpand Description Scan | Retrieve I Delete 0K Cancel

5. Click on the Retrieve button.

Retneve I

6. This will open the document in Adobe Acrobat Reader.

All items will be saved as PDFs when scanned into MOSES /
JobQuest.

R113657035.pdf - Adobe Acrobat Reader DC - x

File Edit View Window Help

Home Tools R11565705pdf  x @ signin

B ®8Ea R DO m BT BLaD
A

Search 'Bates’
[ Export PDF ~

Tyest tsest Adobe Export PDF €@

Convert PDF Files to Ward
or Excel Online

Select PDF File
R11565705.pdf x
Convert to
Microsoft Word (“docx) ¥

Document Language:
English (US) Change
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The List of Document Types that can be Stored

"EH Scan ot
Document Type: -
Alien Registration Card ~
Agzezzment Tests
Pages: | Bith Certificate
Career bap Activity Plan [CAP]
DD214
Dviplarna J
Driver's Licensze W
E ducational Certificate s
|nzome Yenfication
Fages: | Other
FPazzport
Praofezsional Certificate
Profezsional License J
Proof of Resdency W
A esume J
Social 5ecurity Card W

7. Inthe Applicant Scanned Items window just click on Scan to initiate
the scanning process.

'El Applicant Scanned tems Test EI
—Apphcant Scanned ltems
Docurnent Type Page ScanDate Description Destroy Date

1141047

Espand Description Scan | Retrieve I Delete 0k Cancel

\\: \ Each document type can hold 99 pages of material.
=
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Updating Personal Information in MOSES
Standard Practice / Guidelines

For updates of Job Seeker / Customer Personal Information in MOSES,
here is the recommended documentation that is suggested to have and
the process to be followed.

Personal Information is on the Basic tab

7] Job Seeker Membership (Collie, Aiden) =N o <=

SSN: XCXX-0005ID: 12877208

Basic lFuII] Education] whaork History] Events] Alerts] Career PIanNouthISS] Services] Special Programs] Survey
General Information Residence Address ] ]
¥ Firgt Mame: F«iden Middle Initial: |— o
» Last Mame:  |Collie ¥ Sex:  [Monbinary JEd | ¥ Addiess |19 Staniford Steet
 Diate of Bith: |01/02/1383 el b Military: |1 Yes % Mo [
Releass Information™: [ Yes € Mo »Other Eligible | £ Yes & No » Country: [Urited States of America 3|
P dp [02110- b City: [Boston

¥ Ethnicity Hispanic or Lating © ez & Mo

b State: Massachusetts hd

» Race v white [ Black or African American
[ Asian [ American Indian or Alazkan Mative [ Erterprise [ Empowerment [ Renewal
[ Other [~ Hawaiian Mative or Other Pacific |slander

[ Address Mot Available [ Mailing Address different

Confidential [ ) Yes ® Mo HITG Canfidential [T Yes © Na

| Contact

[ Information Nat Available
Programs — Last Reportable Service Date: 03/30/2020

Program Mame Apply Program Status Histary Primary Phore: [[S02)664-2515  Email: firuletheworldi@gmail com
ety At Liffy =1 Lo Other Phone: [508)E64-2516 [Cel =]
Pragram Eligibility - =] = 'web Addiess: | v Frefers Emails
[Career Planning W |Errolled B3| E _ .
1 Special Accommodations

¥ Worked in agriculture or food processing in | € Yes ¢ Mo Career Center

the last 12 morths ?

Trade Eligibsility | Match Criteria

ak | Cancel

Run Match | Eligibility Criteria

Name Changes:

If your current name doesn’t match the one that appears in MOSES or
needs to be updated, you must prove your legal name change in order to

update a name.
If multiple name changes, documentation for each name change must be

provided.
You will need to provide one of the following:

*Marriage Certificate (must be issued from the municipality)

*Divorce Decree

*Court Document

» Social Security Card (actual blue and white card) with your new name
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Address Changes:

Lease or rental agreement

Insurance documents, like homeowner's, renter's, or life insurance
policy or statement

Mortgage deed, if it states that the owner uses the property as the
primary residence

Mortgage or rental payment receipt

Driver's license, state ID, or change of address card

Mail from motor vehicle or other government agencies with your
address(s) listed

Official school documents, including school enroliment, ID cards, report
cards, or housing documentation

Internet, cable, or other utility bill (including any public utility like a gas
or water bill) or other confirmation of service (including a utility hook up
or a work order)

Phone bill showing your address (cell phone or wireless bills are
acceptable)

Statement from bank or financial institution showing your address

U.S. Postal Service change of address confirmation letter

Pay stub showing your address

Letter from a current or future employer that you've relocated for work
Voter registration card showing your name and address

Moving company contract or receipt showing your address
Naturalization Papers signed and dated within the last 60 days or
Green Card, Education Certificate or VIA (if you moved to the U.S.
from another country)

Document from the Department of Corrections, jail, or prison indicating
recent release or parole, including an order of parole, order of release,
or an address certification

Property tax bill or receipt;

Copy of federal or MA income tax return filing not more than 18 months
old, with proof of filing;

Residential rental contract for an apartment or other rental property
with the current, formal contract or agreement between the landlord
and tenant which includes all signatures;

Major credit card and department/retail store credit card bills (Wal-
Mart, Sears, Lowe's, Exxon, etc);

Residential service contract (refers to services performed at the
address of residence; for example, cable or satellite television, TV
repairs, lawn service or exterminator contract);

Voter registration card;

Selective service card.
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Sex (formerly Gender):
(Mass Workforce Issuance 100 DCS 18.10)

Proof of Age (if required / needed):

e Baptismal Record

e Birth Certificate

e DD-214, Report of Transfer or Discharge Paper

e Driver’s License (with Photo and Date of Birth)

e Federal, State or Local Government Identification Card that includes a
birth date

e Selective Service Card

e Hospital Record of Birth

e Passport (as long as the passport includes the date of birth)

e Public Assistance\Social Service Records

e School Records\Identification Card

e Letter from Commonwealth of Massachusetts EOHHS Agency (for
Foster Child and State Custody Youth, only)

e Unexpired Alien Registration Card/Documents indicating authorization
to work in the Unites States 1-179, 1-197, 1-551, 1-688, 1-688A, 1-688B, I-
766, Certificate of Naturalization (Form N-565 or N-570) 1-94
Arrival/Departure Form

Ethnicity:

(No data validation required)

Military:
(Separate policy forth coming)

Other Eligible:
(Separate policy forth coming)
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Duplicate Social Security number in MOSES
(or used in multiple records):

Social Security number proof may be confirmed by presenting one of the
following documents:

» Social Security Card (actual blue and white card)

* W-2 Form

* SSA 1099 Form

* Non-SSA 1099 Form

 Pay stub (must contain name and social security number)

*Social Security card bearing applicant's full name, Social Security
number, and signature

*Pay statement reflecting full name and full Social Security number
*W-2 (wage and tax statement) reflecting full name and full Social Security
number

*1099 Form reflecting full name and full Social Security number

Source Documents must be original.
Computer printouts for online pay statements, W-2s, 1099s, etc., are
considered original.

The documentation shown should not be kept or reproduced, rather a
Note in the MOSES Job Seeker / Customer record should identify the
documentation shown and the field altered / updated.

This section is part of the Proof of Lawful Presence requirements
used by Homeland Security and_Federal / State Agencies.
(Social Security, Registry of Motor Vehicles, etc....)
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Social Media data entry in MOSES
Standard Practice, Recommendations & Guidelines

All communications conducted with a job seeker customer or youth
through e-mail or any social media must be recorded in MOSES and the
correct Service entered on the appropriate Service tab.

Each entry must be accompanied by a Note in the MOSES Notes section
that documents the date of the communication and a summary of the
content of the communication exchange.

How the summary of information was received must be included in the
Note; type of social media (Email, Facebook, Instagram, Twitter, Zoom,
LinkedIn, Snapchat, etc.).

Contact with Job Seekers and Youth via e-mail or social media must be
recorded into MOSES as appropriate. There are instances when the
exchange of information between the job seeker or youth, and the staff
triggers continued participation (blue/bold) in services and there are
instances when it does not.

Blue/ bold services may be entered in MOSES for a customer when an e-
mail or social media communication results in meaningful exchanges
related to the job seeker or youth customer’s goals, objectives, or
participation in programs / services.

Confidentiality must be taken into consideration when communicating with
job seekers and youth through e-mail or social media.

Staff must not communicate information of a confidential nature such as
medical or personal information through email or social media.

Group or mass communications to multiple recipients will not be reported
as a General Service. Such communications must be recorded in the
appropriate Administrative Service.

E-mail and social media communication are not intended to be the only
source of communication with the job seeker or youth customer. In-
person, virtual, or telephone communications should be offered as
methods for communication as well.
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See Appendix C for a full listing of
definitions of all data entry fields in MOSES.
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MY MOSES ID IS:

MY INITIAL LOG IN PASSWORD IS:

password

ENTER THE LAST 4 NUMBERS OF
YOUR SOCIAL SECURITY NUMBER
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My Amazon WorkSpace (AWS)
Log inis:

My initial AWS Log in password is:

My AWS Registration Code is:
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Contact Us

If vou have technical difficulties with vour PC, LAN, Monitor or Printer, Call the IT Help ~ #

Desk.
If you have questions or comments about MOSES please take the following steps:

Consult your training manual.

Consult MOSES FAQ

Ask a colleague or supervisor.

Consult MOSES HELP by clicking HELP on the Menu Bar at the top of screen.
Consult with the MOSES Local Expert (MLE), Site Supervisor or designee who
will call or e-mail the MOSES Help Desk.

L e L b =

IT Help Desk: (844) 435-7629 or (844) HELP-MA-9
MOSES Help Desk: 617-626-5656

MOSES Help Desk e-mail moses(@detma org
IT By Email: massgovi@service-now.com W
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